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March  31,  1950 


The  Honor ah le 

Elmer  E*  Robinson,  Mayor 

City  and  County  of  San  Francisco 


Dear  Mayor  Hohinson: 


In  accordance  with  your  instructions  the  Administrative  Assistant's  division  of 
your  office  has  made  a  sui'vey  of  the  Sheriff's  office  for  the  purpose  of  determining 
the  budgetary  requirements  of  that  department.   This  is  in  consonance  with  your 
intent  as  stated  on  page  7  of  your  1949-50  budget  message,  which  reads  in  part  as 
follows:  »  *  *  *  a  thorough  survey  should  be  made  of  the  needs  of  the  Sheriff's 
department.  This  *  *  *  is  on  the  agenda  of  my  budget  staff  during  the  coming  year. 
After  such  survey  has  been  made  and  proper  classification  determined  by  the  Civil 
Service  Commission,  I  then  will  consider  the  necessities  and  recognize  the  some  in 
subsequent  budgets." 

Wo  wish  to  acknowledge  the  courteous  cooperation  given  us  by  Sheriff  Daniel  C» 
Miurphy  during  this  survey,  as  well  as  by  Undershcriff  William  F.  Hollingbery  and  all 
employQCs  of  the  Sheriff's  office.  We  vrare  given  full  and  free  access  to  all  divi- 
sions and  records  in  the  department,  and  all  information  requested  was  promptly 
furnished. 

Tiic  also  are  indebted  to  Mr.  Julian  H.  Alco,  former  member  of  tho  State  Board  of 
Prison  Directors,  who  at  our  request  reviewed  the  1950-51  budget  request  of  tho 
Sheriff,  and  indicated  his  belief  that  tho  positions  requested  aro  necessary.  Copy 
of  Mr.  Alco's  comments  thoreon  arc  appended  to  our  report. 
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A  report  on  our  survey  folloT/s.   This  is  divided  in  t-vvo  sections  -  the  first 
containing  a  sunmary  cf  our  rccornmondctions,  which  crip  discussed  in  detail  in  the 
second  section.   An  organization  chart  is  included,  shov/ing  the  proposed  reorganiza- 
tion of  the  administrative  section  of  the  Sheriff's  office* 

This  ST.irvoy  \fp.s  the  primary  responsibility  of  Frederick  F«  Kicks,  Adniinistrativc 
Technician,  viho  vras  assisted  by  Thomas  J.  Rattigan,  Accountant.  These  vrero  under  the 
direct  supervision  of  George  J.  Grubb,  Administrative  Analyst. 

Respectfully  submitted, 

/  -' 

David  E.    Lewis,    C.P.A. 
Adm  ini  s  t r  at  i  vc  Assist  ant 
to  the  liavor 
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SII€vTARY  OF  RECQffl'IEM);jI01IS 
SHERIFF'S   OFFICE 

1.      In  our  opinion,   the  administrative   staff  of  the   Sheriff's  department   is   inade- 
quate,   and  we  recommend  the  establishment  of  a  position  on  the  level  of  Admin- 
istrative Assistcjit  -  subject,    of  course,   to  classification  by  the  Civil  Service 
Commissionj 

This  position  is  necessary  for  proper  budget  preparation  and  control  of 
budget  expenditures;   the  establishment   and  maintenance  of  adequate  cost  records; 
the  establishment  and  maintenance   of  an  adequate   inventory  control,  vfoich  •will 
complement  and  act  as  a  guide  to  proper   control   of  purchases;    and  to  relieve  the 
Sheriff  and  Under sheriff  of  much  detail  involved  in  administration  of  the  Civil 
Division* 

The  need  for  adequate  cost  records   is  evident  as   applied  to  fees  charged  for 
services.     \^e  found  that  during  1948-49  fees   collected  for  various   services  per- 
formed by  the   Sheriff's   office  amounted  to  only  4:2%  of  the  permanent   salaries  of 
the  Civil  Division.     The  Controller's  report  on  audit  of  the  Sheriff's  Transporta- 
tion fund  for  the  year  ended  Juno   30,   1949   states  in  part,   "It  is   suggested  that 
records  be  kept  by  the  Sheriff  to  disclose  the  transportation  costs  chargeable  to 
trips  made  by  Sheriff's  automobiles." 

The  need  for  adequate  inventory  records  is  pointed  up  by  the  fact  that  there 
was  an  overstocking  of  materials  and  supplies,  over  the  normal  inventory  require- 
ments, of  $11,000.  This  has  been  adjusted  by  reducing  the  1950-51  budget  request 
accordingly* 
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2,     Wo  rGcoiimond  the  ostnblishmcnt   of  the  follomng  positions   in  the  Civil  Division: 

1     Law  Clerk 

1     General  Clerk-Stenographer 

1     General  Clork-Tiypist 

/analysis   of  the   activity  in  this  division  shows  that  the  work  load   (total 
number  of  processes,  papers   and  notices   issued,   filed  and  served)  has   increased 
52.9^  in  the  past  10  years.      Personnel  in  this  division  has  increased  only  7.1^ 
during  the   same  period. 

This  has  resulted  in  a  back  log  of  vrork  in  the   office.     Specifically,  we 
found  the  task  of  disbursing  monies  from  tiio  Sheriff's  Trust  Fund  from  30  to  60 
days  late;   this  despite  the  provisions  of  Section  26680  of  the  Government  Code,. 
Tifhich  provide  for  damages   if  the  Sheriff,    on  demand,  neglects   to  pay  such  monies 
to  the  persons  entitled  to  the  stime.     Dissatisfaction  prevalent  with  this   condi- 
tion is   indicated  by  a  letter  from  Union  Credit  Company  dated  February  13,    1950, 
copy  of  which  is  appended  to  this   report  as  Exhibit  A. 

3..    We  recommend  that  8  additional  positions   of   Jailers    (4  for  each  jail  -  2  for  day 
shift  and  1  for  each  night  shift)    so  that    (1)    security  may  be   increased; 
(2)  prison  searches  made  more  frequently;    (3)  regular  personnel  will  be  avail- 
able for  guarding  felonies   at  San  Francisco  Hospital;    (4)  replacement  of  perma- 
nent personnel  by  temporary  and  loss  experienced  help  during  sick  leave   and 
vacation  relief,   etc.,   can  be  kept  to  a  m.inimiJm  and  thus  better  year  round 
security  can  be  maintained.      This   is  discussed  in  detail  later   in  this  report, 
T/hich  also  contains  a  record  of  Jailor  assignments* 
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4.  We  recoramond  that  2  of  the  7  ponnanent  positions  of  Keepers  be  changed  as  they 
become  vacant  froni  a  permanent  to  "as  needed"  basis,  caid  that  the  Permanent  and 
Temporary  Salaries  accounts  be  budgeted  accordingly. 

An  analysis  of  Keeper  activities  for  the  first  6  months  of  1949  indicates 
that  of  the  7  positions  of  Keeper  now  budgeted  under  Permanent  Salaries,  5  could 
handle  75^^  of  the  work^  Further  analysis  of  this  situation  is  contained  in 
prgcs  ;07  to  ;' y  in  the  follo-vving  detailed  report, 

5.  Yve  roconmiend  the  following  reductions  in  the  budget  of  the  Sheriff's  Office: 

Overtime  -^  3,>000 

Temporary  Salaries^,  Gerus.'al    ISjOOO 
Materials  and  Supplies        11,,000 

These  proposed  reductions  result  £rom.   findings  made  during  this  survey. 
The  first  two  are  dependent  upon  recommendations  hereinabove  made  regarding 
permanent  personnel. 

Materials  and  Supplies  and  Contractual  Services 

4 

Follovdng  this  re\dew  and  a  rcviev;  of  the  past  expenditures  for  materials  and 
supplies  and  study  of  work  load,  a  conference  was  held  with  the  Undershcriff  and 
budget  estimate  for  1950-51  arrived  at. 

A  similar  review  was  made  and  conference  held  with  respect  to  the  estimates  for 
contractual  services* 

Roccmmendations  have  been  submitted  to  the  Sheriff's  Office  to  rearrange  desks 
and  equipment  for  better  work  flow. 
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REPORT   Oil  SUP.^^Y 
OF  SHERIFF'S   OFFICE 

Prmary  Functions   of  tlio   Sheriff: 

A  gjnerr.l    str.te-nent   of  the   functions   of  the  Sheriff   i,3   as   follows: 

(1)  Civil  Division  -  receive,    issue  and  serve  processes,   papers   and  notices* 
Handle   all  -vjork  developing  froia  these,    including  the  monies  received 
through  fees,   coramisGions,  mileage  rjid  attaclffiicnts   and  the   guarding  of 
property  and  premises   placed  under   atbaclimcnto 

(2)  Keeping   of   the   County  Jails. 

(3)  Providing  the   Courts  with  Bailiffs   as  required. 

(4)  Providing  transportation  for  prisoners   and  patients  to   state   institu- 
tions   (partially  reimbtirsed  by  state)« 

The  City  and  County  of  San  Francisco,   having  a  consolidated  city-county  govern- 
ment,  police   powers   are   not   exercised  by  the  Sheriff,    being   vested   in  the   Police 
Department  by  Chcjrter.     As  one  effect  of  this   consolidation,   the  Sheriff  provides 
Bailiff    service  to   and  executes   all   orders   of  the  Mujiicipal  Courts   in  addition  to 
performing  these   services  for   the   Superior      Courts   as  required  by  law*      In  seme   other 
cities,   notably  Los   i'lngolcs,    a  separate    r^ency  exists   for   this  purpose. 

For  the   purposes   of  this   discussion,    the   Sheriff's  Department  will  be   considered 
under  four  major  headings   as  follwvs: 
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I.     Function  (l)   above,    and   (3)   and   (4)   insofar  as  they  are  carried  out  at  City 
Hall, 

II«  Function  (2)   above,   and  (3)   and  (4)   insofar   as  they  are  carried  out  at  the 
Hall  of  Justice.     Function  (3)   at  Hall  of  Justice   includes  the    Juvenile  and 
Wonaon's  Courts. 

III.  Other  Personnel. 

IV.  Materials  and  Supplies. 


CITY  H/xLL  -  CnrCL  DIVISION 


WORK  LO/D  ANM.YSIS 


1.  Transportation  of  Patients 

One  element  of  work  load  is  the  transportation  of  prisoners  and  patients  to  State 
institutions.  All  of  the  transportation  of  mental  patients  is  handled  through  the 
Civil  Division.  However,  nearly  half  of  this  total  (female  patients)  is  handled  by 
one  woman  Bailiff  assigned  to  this  duty  and  by  temporary  employment  of  matrons  and 
so  does  not  constitute  work  load  of  the  regular  working  force.  The  balance  of 
patients  (male)  has  in  the  past  been  handled  about  equally  by  Bailiffs  and  Writ 
Servers,  but  at  the  moment  is  done  almost  entirely  by  Bailiffs,  since  Writ  Server 
time  is  at  a  premium  and  recent  establishment  of  new  courts  has  provided  a  greater 
pool  of  Bailiffs  from  which  to  draw. 

Trips  taken  to  various  institutions  vary  from  one-half  day  to  two  days  per  trip, 
the  average  being,  over  a  period  of  year,  0,65  day  per  trip.  Referring  to  Table  I, 
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TABLE 

_I 

PATIENTS  AM)  PRISOlffiRS  TRANSPORTED  TO 

STATE  INSTITUTIONS 

Patients 

Prisoners 

Year 

Male 

Female 

Total 

Male 

Female 

Total 

Total 

Cr.lcndar  1937 

872 

461 

1335 

119 

4 

123 

1456 

1938 

829 

531 

1360 

147 

9 

156 

1516 

1939 

721 

481 

1202 

200 

16 

216 

1418 

1940 

658 

495 

1153 

222 

10 

232 

1385 

1941 

672 

513 

1185 

189 

11 

200 

1385 

1942 

692 

532 

1224 

194 

11 

205 

1429 

1943 

574 

521 

1095 

190 

16 

206 

1301 

1944 

564 

486 

1050 

218 

19 

237 

1287 

1945 

788 

625 

1413 

223 

39 

262 

1675 

1946 

726 

614 

1340 

222 

23 

245 

1585 

Fiscal  1947/48 

833 

609 

1442 

302 

40 

342 

1784 

1948/49 

836 

559 

1395 

305 

28 

333 

1728 
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contra  and  using  1948/49  as  an  oxanple,  the  annual  work  load  imposed  upon  the  Civil 
Division  Bailiffs  would  be; 

0«65  X  836  (male  patients)  s  543  man  days  per  year  or  slightly  more  than  two 

men's  work.   It  is  believed  that  as  an  element  of  work  load,  the  transportation  of 
patients  is  comparatively  minor.  Therefore,  no  detailed  study  of  this  clement  of  the 
work  load  is  included  herein* 

Table  I  shows  the  number  of  mental  patients  transported  to  State  institutions  by 
the  Sheriff's  Civil  Division  at  City  Hall  (mostly  by  Bailiffs  from  courts  at  City 
Hall  and  occasionally  by  employees  directly  allocated  in  the  Civil  Division),  and  the 
felony  prisoners  transported  to  State  Prisons  by  the  Sheriff's  County  Jail  Uo.  1 
staff. 

2,   Bailiffs 

A  second  element  of  work  load  is  the  provision  of  Bailiffs  for  the  Courts.  By 
law  the  Judge  of  a  Court  is  entitled  to  require  of  the  Sheriff  the  constant  attend- 
ance upon  the  Court  of  a  Bailiff  or  Bailiffs.   At  the  City  Hall  there  are  nineteen 
(19)  Superior  and  eight  (8)  Municipal  Courts.   Present  practice  is  to  assign  perma- 
nently one  Bailiff  to  each  Superior  Court,  and  four  Bailiffs  to  serve  the  eight 
Mxmicipal  Courts.   In  effect  this  is  three  Bailiffs  for  seven  courts  as  one  is 
required  in  constant  attendance  at  the  covirt  of  the  Presiding  Judge.   In  addition, 
one  woman  Bailiff  is  permanently  assigned  to  City  Hall,  both  Superior  and  Municipal 
Coxjrts  as  needed,  and  one  woman  Bailiff  is  assigned  to  transportation  of  women 
prisoners  and  patients,  assisting  in  court  ^7hen  not  occupied  with  this  duty.  There 
is  also  one  Detention  Hospital  Bailiff  whose  entire  time  is  devoted  to  the  court  at 
the  Hospital  and  to  Drranging  transportation  for  patients. 
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SHERIFF'S 

CIVIL  DIVISION  WORK  LOAD 

No.  Perm* 

Honey- 

*Ilnployees 

*  5^  of 

No.  Papers 

fo  of  1939 

Year 

Handled 

Authorized 

1939  Hnpl. 

Handled 

Papers 

Calendor  1S37 

$351,000 

28 

100^ 

20,121 

94.8^ 

1938 

274,000 

28 

100 

20,831 

98.1 

1939 

324,000 

28 

100 

21,231 

100.0 

1940 

274,000 

28 

100 

20,476 

96.4 

1941 

260,000 

28 

100 

18,191 

85.7 

1942 

278,000 

28 

100 

19,958 

94.0 

1943 

250,000 

27 

96.4 

19,482 

91.8 

1944 

283,000 

29 

103.6 

19,527 

92.0 

1945 

341,000 

29 

103.6 

18,527 

87.3 

1946 

459,000 

30 

107.1 

19,159 

90.2 

1947 

415,000 

23,190 

190. E 

Fiscal  1947/48 

425,000 

30 

107.1 

26,277 

123.8 

1948/49 

456,000 

30 

107.1 

32,457 

152.9 

No.  of  omployeos  on  fiscal  year  basis  throughout,  as  shown  by  the 
Amrnal  Salai-y  Ordinance. 
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The  number  of  Bailiffs  necessary  to  sBrvice  the  courts  depends  upon  the  demands 
of  the  various  judges,  since  by  law  each  judge  may  demand  the  services  of  one  or 
more  Bailiffs,  and  the  Sheriff  has  no  alternative  but  to  comply* 

3.   Civil  Division 

This  discussion  of  the  Civil  Division  work  load,  then,  is  limited  to  the  purely 
civil  functions  of  ho.ndling  processes  and  papers,  attaching  a.nd  keeping  property, 
etc.   Table  II,  contra,  shows  the  volume  of  this  work  since  1937,  together  with  the 
number  of  permanent  employees  available  to  accomplish  it.   The  enployment  of  tempor- 
ary personnel  for  purely  civil  functions  is  practically  non-existent  except  for  the 
employment  of  temporary  keepers* 

The  function  of  a  keeper  in  the  Civil  Division  is  to  enter  and  guard  premises 
under  attachment.   This  work  is  on  a  24  hour  per  day  basis  and  therefore  each  job 
requires  three  keepers  per  day.  This  makes  for  a  high  degree  of  variability  in  the 
number  of  keepers  needed  and  results  in  the  frequent  emplojTaent  of  temporary  keepers* 
For  the  six-^nonth  period  studied  (January- June,  1949)  the  maximura  staff  required  for 
a  day  was  15  and  the  minimum  zero.   Seven  permanent  keeper  employments  exist* 
Excess  time  available  from  lack  of  keeper  work  is  partly  absorbed  by  assignment  to 
(.  iher  functions,  e.g.,  relief  for  bailiffs,  assisting  with  office  clerical  work,  etc. 
See  Tables  IV  (on  page  33)  and  V  (on  page  34A)  for  statistical  data  regarding 
Keepers. 

After  analysis  of  the  nature  of  the  work  carried  on  in  the  Civil  Division  and  of 
the  available  statistical  data,  a  yardstick  of  work  load  was  selected.   It  is  the 
total  number  of  processes,  papers  and  notices  issued,  served  and  filed.   This  total 
figure  is  reported  annually  by  the  Sheriff  in  his  report  to  the  Mayor,   These  figures 
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TABLE  III 


Type  of  Service 

Bonds  Received 

Exemption  Claims,  Third  Party  h   Preferred  Claims 

Relo.ises 

Orders   of  Arrest 

Claim   and  Delivery 

Miscellaneous  Services 

ITotices 

Orders  of  Examinations 

Orders  to  Show  Cause 

Subpoenas 

Sunmions 

Tifrits   of  Attachment  (Personal  Property) 

"        "  »  (Real  Property) 

"       "  Execution  (Personal  Property) 

"       "  "  (Real  Property) 

Writs  of  Possession 
Sales  of  Personal  Property 
"       "     Real  Proferty 


Pee  set  hy 

1948-49 

State  Law 

Volume 

f(   0.50 

403 

... 

1436 

... 

7187 

..'. 

292 

1.50 

99 

*0.25  -  0.50 

744 

*0,25  -  0.50 

611 

*0.25  -  0.50 

6 

^0,25  -  0.50 

384 

*0.25  -  0.50 

315 

*0.25  -  0.50 

4438 

1.50 

9811 

1.00 

375 

1.50 

5740 

1.00 

97 

3.00 

519 

1.50 

69 

0.50 

6 

TOTAL 


32,532 


*  -  These  fees  are  applied  as  follows:   $0.50  if  served;  500.25  if  unable  to  serve. 

N.B.  (1)  In  addition  to  the  above,  mileage  is  collected  at  lio0..25  per  mile.   This 
was  increased  from  SO, 15  in  1941,  last  previous  change  unknown. 

(2)  Commissions  on  attachraonts  or  executions  at  1%  of  the  first  .$1000  recov- 
ered, 3^  of  amounts  over  $1000.  Date  of  last  change  stated  to  have  been 
prior  to  1928. 

(3)  Keeper  fees  are  sliS.OO  per  eight  hours  or  fraction  thereof,  and  $3.00  for 
picking  up  an  automobile.  Prior  to  1947  foes  were  ;";5.00  per  12  hours. 
Last  change  previous  to  1947  unknown,  but  stated  to  have  been  prior  to 
1928. 

(4)  Foes  for  "ivrits  of  attachment  and  execution  on  personal  property  Were 
vl»00  prior  to  1941,  last  previous  change  stated  to  have  been  prior  to 
1928. 

(5)  Subpoena  fee  increased  from  §0.25  to  ;)0.50  in  1949» 

1 6}  All  other  fees  stated  to  have  been  unchanged  since  same  da.te  prior  to 
1928. 
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are  an  adequate  measure  of  the  work  load  in  this  office,  since  all  oiaployoes  in  the 
office  are  motivated  by  the  flow  of  these  assorted  papers  through  the  various  stages* 
The  Cashier,  Bookkeeper  and  Counter  Attendant  {itm   clerk)  arc  affected  by  the  number 
of  fees  and  other  monies  that  are  collected  or  deposited,  or  received  under  attach- 
ments and  executions.   The  clerks  arc  affected  in  the  task  of  recording  and  follow- 
ing up  all  of  these  papers i  the  Writ  Servers  are  affected  in  the  obvious  manner,  but 
the  need  for  Keepers  seems  at  the  moment  to  be  contrary  to  the  general  trend  for 
reasons  v^-hich  mil  bo  discussed  later.   It  should  be  noted  here  that  the  foregoing 
work  is  done  for  both  Municipal  and  Superior  Courts,  whereas  in  some  other  cities, 
Los  Angeles  for  exomple,  a  separate  agency  carries  out  Municipal  Court  orders. 

In  Table  II,  on  page  8,  1939  was  selected  as  a  base  year  because  the  work 
load  was  greater  that  year  than  a'ny  other  until  1947.   The  most  significant  feature 
of  the  table  is  that  while  work  load  has  increased  52.9^,  permanent  personnel 
approved  to  accomplish  this  work  has  increased  only  7.1^  since  1939. 

The  column  "Money  Handled"  is  included  as  an  indication  of  the  degree  of 
responsibility  for  the  various  monies  that  pass  through,  and  must  be  accounted  by, 
the  Sheriff's  Civil  Division  office. 

Table  III,  contra,  shows  the  manner  in  -vihich  the  above  work  load  is  distrib- 
uted, and  the  fees  applicable  to  each  tj'pe  of  service. 

It  is  Y/orthy  of  note  that  the  foes  collected  for  Sheriff's  services  have 
increased  only  slightly  over  the  years.   Certainly  they  have  not  kept  pace  with  the 
costs  of  rendering  the  services.  For  1948/49,  fees  collected  amounted  to  approxi- 
mately 42^  of  the  permo.nont  salaries  of  the  Sheriff's  Civil  Division. 
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REVIEW  OF  WORK  LOAD  AITALYSIS 

The  foregoing  discussion  has  covered  the  thi'ee  elements  of  work  lor.d  shovm 
belovif: 

1.  The  transportation  of  patients  to  state  institutions. 

2.  Attendance  upon  the  Courts  by  Bailiffs* 

3.  Tho  purely  civil  functions  of  handling  process,  notices,  papers,  etc» 

Kos«  1  vj?A   2  have  been  found  to  be  adequately  handled  by  present  pj-rangemcnts. 

Fo.  3,  the  major  element,  has  increased  rapidly  over  the  past  throe  years. 
Even  though  it  may  level  off,  it  may  be  expected  to  remain  higher  th^n  at  any  pre- 
vious time  due  to  the  increase  in  population  since  1939 #  During  this  some  period 
of  increase  in  work  load,  the  staff  available  to  ixccomplish  it  has  remained  static* 
Table  II  shows  30  permanent  emplojmcnts  devoted  to  the  civil  work  load.  However, 
one  of  these  positions,  (a  General  Clerk -Stenographer)  actually  serves  tho  Admin- 
istrative grotip  about  BOfo   of  the  time,  so  tho  sta.ff  of  the  Civil  Division  will  hence- 
forth be  considered  as  numbering  29  omploj'ments. 

The  present  heavj'-  work  load  has  resulted  in  the  following  conditions,  v,3iich 
currently  exist  in  tho  Civil  Division: 

1.   Chief  Clerk  is  handling  a  considerable  volunio  of  clerical  work  such  as 
opening  mail;  is  in  arrears  on  correspondence  with  out-of-town  attorneys, 
agencies,  otcj  is  not  exercisinf:;  his  supervisory  function  in  personnel 
matters,  checking  work  of  and  traininc;  subordinates,  etc. 

2-   The  clsrico.l  staff  seemed  fully  and  steadily  occupied  dtiring  tho  period 
of  th^  a^Lalyst's  observation,  barely  keeping  up  with  the  more  urgent 
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work;  this  only  m+h  the  aid  of  one  tomporrxy  G-oneral  Clerk-Typist  doing 
filing,  mailing,  etc.,  and  one  Keeper  viho   has  been  assigned  to  clerical 
functions  for  the  past  six  months,  even  •^^hen  temporary  keepers  have  had 
to  he  hired.   The  Analyst  spent  about  5-6  hours  per  day  in  this  office 
for  a  period  of  about  a  month. 

5.  Disbursement  of  monies  from  the  Sheriff's  Trust  Fund  is  from  30  to  60 
days  in  arrears.   This  again  is  due  to  the  volume  of  worko   This  condi- 
tion is  perhaps  the  most  serious  at  the  moment  because  u-t  has  precipi- 
tated in  recent  weeks  a  barrage  of  complaints  and  demrnds  -»  verbal,  by 
phone  and  by  m. ail.  Quoting  from  Section  E6680,  Governasnt  Code: 

"If  on  demojid  the  Sheriff  neglects  or  refuses  to  pay  over  to  the 
person  entitled  any  money  which  conies  into  his  hojids  by  virtue 
of  his  office,  after  deducting  o.ll  legal  foes,  the  person  m.ay 
recover  the  rotiount  thereof  an.d  25  per  cent  dcmages  and  interest 
at  the  rate  of  10  per  cent  a  month  from  the  tim.e  of  demand." 

Recommendations  are  made  herein  for  changes  designed  to  eliminate  this  condition* 

ORGANIZATION 

All  f\mctions  of  the  Sheriff's  Civil  Division  are  delegated  to  the  B-68  Chief 
Clerk  by  the  Undersheriff .  The  Undersheriff  provides  direct  supervision  to  the 
Tailiffs,  the  Storekeeper  and  one  General  Clerk -Stenographer.   In  the  case  of  the 
Bailiffs,  in  the  absence  of  the  Undersheriff  or  at  his  direction,  the  Chief  Clerk 
acts  for  him  in  matters  of  assignment. 

The  ma,-}Ci-  change  we  propose  in  the  organizational  set-up  is  the  addition  of 
one  a'^iirJ.str^tive  position  discu.ssed  heretofore. 
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WORKING  COl'lDITIQgS 

Only  working  conditions  of  t?ie  Civil  Division  will  bo  considered  here  since 
working  conditions  of  tho  Bailiffs  sre  thoco  of  the  Gourtroaus  to  7diich  they  are 
f'.ssigned  and  so  are   bryond  the  scope  of  this  discussion. 

!•.   Allocation  of  Available  Space 

The  o.roa  occupied  by  the  Sheriff's  Office  at  the  City  Tin.ll  is  divided 
into  three  general  areas  as  follows: 

a»   The  field  workers'  room  (Writ  Servers,  Keepers)  scr-jcs  eighteen 
men.   Since  these  men  are  in  the  office  only  inter.aittently  and 
have  a  minimum  of  office  work  to  perform,  the  area  is  considered 
adequate. 

b.  The  executive  section  serves  the  Sheriff,  Under sheriff,  Confidential 
Secretary  and  one  General  Clerk-Stenographor.  The  space  assigned  is 
considered  adequate  for  tho  needs  of  this  group. 

c.  The  physical  area  provided  for  the  fioiictions  of  the  Civil  Division 
office  force  is  sufficient.,  but  the  internal  arrangement  of  parti- 
tions is  such  s£  to  seriously  haraper  the  establishment  of  a  smooth, 
eflioicnt  vfork  flow..   This  matter  will  be  discussed  in  seme  detail 
uaaer  the  follovd-ng  section. 

S.-   Off;. 3  0  Layout 

^-i      Work  Flr-r:  in  the   Sheriff's   Civil  Division  Office    is   poor.        AH 

inc    .ling  vrork  flows   over  the    counter   in  the  reception  area,  where   it 
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is   accepted  and  receipts  r.rc  written  by  the  Law  Clerk  who  serves   in 
the   capacity  of  counter   attendant.      Each  paper  received  must  then  go 
to   tlrie  Senior  Clerk  for  rocording  and  assigrmcnt  to  TiTrit  Server.      In 
the  present  v/ork  floT,'- pattern,   the  Senior  Clerk  must  ccme  to  the 
count'-.r  periodically  and  pick  up  the  work.     Even  worse,   this   situa- 
tion also  requires  the  Law  Clerk,  vifhenever  inccning  papers  require 
him  to  refer  to    records   or   files,   to   leave  his   councer  unattended  and 
go  ?;ncre  these  files   and  records    are  located?      Tni  ^   condition  arises 
many  times   a  day  and   is   very  trying,    both  to   cmployoRf    and  people 
who   come   into  the    office.      It  vdll  bo  further  ncted.  tnat  ail   of   the 
above  traffic  between  the  counter   and  the   clericaj    .scoticn  must  pass 
through  the   Chief  Clerk's   office,    completely  eli[Tiina';ing   any  sem- 
blance  of  privacy  and  mcking  for   a  constant  state  o.:'   ccr^usion  in 
this   office.. 

We  arc   of  the  opinion  that  the  above   situation  is   so  poor  that 
a  strong  case   can  be  made   for  the    considerable   expenditure  that 
would  be  required  for  the   construction  alterations  necessary  to 
alleviate  these  conditions. 

b.      Su.pervision 

The  physical   location  of  the   Chief  Clerk's   office  lends   itself 
to  fair   visiial   supervision,  tut   ]  ack  of  privacy  detracts   from  the 
qualily  of   supervision. 

c«      Access  to  Files,    etc. 

There  are  three  principal  sets  of  files  vjhich  are   in  constant 
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use.  These  ere  the  files  referred  to  previously  to  which  the  Law 
Clerk  must  go  for  inform at ion: 

1.  Case  files  contain  all  information,  papers,  etc«>  that  have 
accumulated  in  connection  with  individual  cases«   They  are  filed 
numerically  by  case  number. 

2.  Case  Index  files  are  cross-indexed  card  files  by  means  of  which 
a  case  number  may  be  found  in  order  to  locate  a  case  file  v/here 
only  the  plaintiff's  or  defendant's  name  is  given. 

3»  Register  cards  constitute  the  record  of  current  cases.  They  ore 
filed  alphabetically  in  open  filing  tubs  which  are  mobile  and 
located  in  the  clerical  work  center.   On  each  register  card  is 
noted  every  action  that  is  taken  and  the  results  thereof  for  that 
particular  casCi 

These  files  receive  mvich  use  and  are  badly  distributed.   The 
case  files, "feo  which  there  is  frequent  reference  by  all  members 
of  the  staff,  are  situated  in  three  widely  separated  locations* 
Case  index  files  arc  in  trA^o  locations.  Seme  other  minor  files 
and  equipment  which  are  little  used  occupy  strategic  space.   One 
obvious  area  for  the  re-location  of  case  files  is  occupied  by  a 
battery  of  old  safe  deposit  boxes.  Those  are  seldom  used,  and 
should  be  moved,  but  such  moving,  because  of  their  weight,  prob- 
ably will  require  the  services  of  riggers* 

d.   Neatness,  Orderly  Appearance,  etc. 

The  general  appearance  of  the  clerical  section  of  the  Civil 
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Division  is  o.t  first  glance  Gcmewhat  chaotic.   Part  of  this  is  due 
to  the  above -mentioned  lack  of  organization  and  centralization  of 
filing  facilities  and  part  is  duo  to  the  more  or  less  haphazard 
arrangement  of  desks.  Much  of  this  arrangement  is  due  to  individual 
desires  and  search  for  light,  air,  heat,  etc«  However,  it  is  felt 
that  a  study  of  this  situation  in  conjunction  with  the  foregoing 
study  of  files  could  accomplish  a  great  deal  mthout  penalizing  any 
individual  too  severely. 

3.   Personal  Conditions 

a.  Lighting 

The  lighting  in  the  Civil  Division  office  ranges   from  fair   in 
the   clerical    section  to  atrocious   in  the  Chief  Clerk's  Office  and  at 
the  counter   in  the  reception  area.      The  Law  Clerk  and  Cashier,  who 
work  in  this  latter   area,   use  olf-fashioned  goose-neck  desk  lamps. 
The  desk  lccra.ps  provide  fair   direct  lighting  along  ivith  a  high  degree 
of  glare  and  eyestrain. 

This  lighting  situation  needs   and  deserves  prompt  attention. 

b.  Noise 

The  noise  level   in  this   office,  vdiilc  fairly  high,    is  not 
critical  cjid  no  recommendation  is  made  regarding  it. 

c.  Heat   and  Ventilation  seem  to  be   satisfactory,    at  least  beyond  improve- 
ment short  of  major  changes   in  the  v>3iole  building. 
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d.  Personal  Facilities  -  such  as  lYashrooms,  drinking  water,  etc.,  are 
adequate  and  easily  accessible*. 

4«   Equipment 

Best  use  of  scmewhat  antiquated  equipment  is  being  made.   Improve- 
ments could  undoubtedly  be  made  with  not  too  great  an  investment.  TiTorst 
situation  is  the  condition  which  requires  the  counter  attendcjit  (law 
clerk)  to  use  a  high,  backless  stool  thro^ighout  the  day. 

Also  some  consideration  should  be  given  to  developing  and  expanding 
the  telephone  system  by  establishing  interrelationships  between  certain 
phones  ixi  the  office. 

5.  Recommendations 

The  follomng  are  recommendations  designed  to  help  the  faults  in 
working  conditions.   Some  have  been  mentioned  in  the  foregoing  discus- 
si  on  j  others  are  of  a  generaJ  nature; 

a.  Re-arrange  filing  facilities  as  discussed  hereinbefore. 

b.  Re-arrange  desks  and  other  equipment  for  more  orderliness  and  greater 
utility,  as  discussed  hereinbefore. 

c.  Install  multiple-line  tj^po  of  telephones  to  facilitate  transfer  of 
calls,  better  public  service  and  intra-office  communication.  The 
specific  location  and  relationship  of  these  phones  to  be  determined 
in  conjunction  with  Telephone  Company  survey  now  in  process* 

d.  Provide  adequate  lighting  facilities  in  Chief  Clerk's  office  and  at 
counter  in  reception  a.rea* 
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e«     Move  Detention  Kospital  Bailiff's  desk  to  field  iTO'rker's  room»     This 
desk  is  used  only  about  one  hour  per  day  but  occupios  a  central  posi- 
tion in  the  clerical   section. 

f .     MovG  desk  and  chair   for  the   Counter  Attendant  so  that  it  will  be 
immediately  adjacent  to  the  counter.      This  will   allov/  him  greater 
comfort  for  that  portion  of  his  woi-k  not  requiring  direct  attendance 
at  counter.      It  vdll  also  keep   off  the   counter  quantities  of  somewhat 
confidential  documents  as  well  as  money. 

g«      Provide   adequate  equipment  needed  for  any  additional  personnel  that 
may  be  approved.      This  equipment,   for   proposed  personnel  changes, 
vdll  consist  of: 

1.  Pour    (4)   desks   ond  chairs    (Law  Clerk,   General   Clerk-Stenographer, 
General   Clerk-Typist,   fiscal   job). 

2.  Two  typewriters   -   (Geneiral   Clerk-Stenographer,   General   Clerk- 
Typist). 

h.      Provide  desk  and     chair     for  one  General  Clerk-Typist  who  has  only 
a  table. 

i.      Provide  one  additional  time-stamping  clock  to  be   located  in  clerical 
area.     Many  papers  which  originate   in  or    ore  brought  directly  to  the 
clerical   area  have  to  be  time-stamped.      Under  the  present   arrangement 
they  must  be  carried  to  the  front  counter  for  this  purpose. 
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FERSOIT^TEL 

Before  discussing  the  personnel  situation  as  such,  it  v<ill  be -well  to  review 
the  findings  which  directly  affect  the  use  of  personnel  and  number  of  personnel  re- 
quired. 

It  has  been  nientioned  before  that  the  work  flow  pattern  in  this  office  is 
awlcward,  requires  much  backtracking  and  detracts  materially  from  the  general  effi- 
ciency of  the  office.  However,  except  for  certain  re -arrangements  of  files,  desks, 
etc.,  as  rocommendod,  there  is  no  solution  to  this  problem  except  major  alterations 
to  the  office  area. 

In  the  matter  of  equipment,  it  has  been  noted  thrt  desks,  files,  etc.,  are 
old  and  seme  are  in  poor  condition,  but  are  accomplishing  their  purposes  fairly  well. 
Uo  specific  recommendation  is  made  beyond  the  suggestion  that  nevi  equipment  be 
obtained  rather  thn.n  repair  the  very  old  equipment  as  it  deteriorates. 

Certain  aspects  of  the  lighting  of  the  office  are  bad.  These  conditions 
should  be  rectified  immediately,  since  they  are  fatiguing  and  invite  poor  perform- 
ance as  a  result. 

In  studying  the  possibilities  for  work  simplification,  it  xvas  found  that  the 
systems  now  used  for  accoujiting  for  fimds,  maintaining  records  of  actions,  etc.,  are 
adequate  and  well  conceived. 

Following  is  a  discussion  of  each  position,  its  duties  and  present  situation 
in  relation  to  vrork  load  and  accomplishment  of  these  duties.  Reccmmcndations  will 
be  made  in  each  case  and  a  suramarv  or  recanmendations  and  their  effect  will  follow: 
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1.  B-68  CHIEF  CLERK 

This  position  is  assigned  full  supervision  of  tho  entire  Civil  Divi- 
sion Staff  of  twenty-nine  employees  vxid   in  the  absence  of  ojid/or  at  the 
direction  of  the  Undersheriff ,  he  assigns  Bailiffs  to  cover  transporta- 
tion of  patients,  cover  absences  of  other  Bailiffs,  etc. 

The  Chief  Clerk  handles  phone  ajid  personal  contacts  virith  attorneys, 
litigants  and  the  public  where  the  complexity  of  the  matter  at  hand  is 
beyond  the  scope  and  knowledge  of  other  members  of  the  staff.  He  also 
ha.ndlcs  all  correspondence  relative  to  civil  matters  frcm  out  of  town* 

In  addition  to  the  above  matters,  he  opens  and  analyzes  most  of  the 
incoming  mail.   This  is  done  partly  because  sane  of  the  mail  requires 
interpretation,  but  primarily  because  other  members  of  his  staff  who  are 
capable  of  this  function  are  too  busy  with  their  routine  duties* 

The  end  result  of  the  greatly  increased  work  load  of  the  Civil  Divi- 
sion of  the  past  tv/o  years  is  that  the  Chief  Clerk  can  spend  only  a 
minimum  of  his  time  in  carrying  out  his  supervisory  function  in  personnel 
matters,  checking  work  of  and  training  subordinates,  orgrjiizing  work 
flow,  etc.  At  a  very  minimum,  he  should  have  40-50^  of  his  time  free  for 
these  matters.   In  addition,  many  of  the  phone  calls  and  personal 
contacts  could  and  should  be  diverted  to  other  personnel  in  the  office 
and  the  mail-opening  function  should  be  reassigned. 

The  accomplishment  of  these  ends  v/ill  be  the  subject  of  some  of  the 
recommendations  to  follov/. 

2.  B-105  CASHIER  B 

The  primary  function  of  this  position,  with  the  aid  of  the  B-4 
Bookkeeper,  is  the  receipt,  deposit  and  disbursement  of  funds  of  the 
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Sh&riff  s  Trust  Fund.   Since  1943,  tho  someiT.'hat  tight  controls  over  this 
fund  exercised  "by  tho  Controller  have  increased  the  amount  of  clerical 
•work  necessaryt   The  position  also  provides  most  of  the  relief  for  the 
counter  attendant  (Law  Clerk),  about  9  hours  per  vreek* 

As  a  result  of  the  recent  heavy  work  load,  disbursements  from  the 
Sheriff's  Trust  Fund  are  from  30  -  60  days  in  arrears  and  many  demands 
are  being  received  for  monies  due* 

Money  deposited  in  the  Sheriff's  Trust  Fund  is  received  in  several 
waj/-s :   (1)  attached  fundsj  (2)  fee  deposits  by  mail  where  amount  of  fees 
will  not  be  Icnown  until  service  is  effected;  (3)  excess  fees  by  mail 
when  amount  of  fees  can  readily  be  detcnmined  before  service;  (4)  deposits 
for  keeper  fees,  auto  attachment,  etc.;  (5)  fiinds  received  as  bonds,  etc. 

Disb-ursement  of  these  funds  is  a  task  requiring  a  certain  meticulous- 
ness  due  to  the  distribution  of  fees,  mileage,  notary  fees,  commissions, 
etc.   Extreme  cere  must  be  taken  in  order  that  disbursement  is  made  to 
proper  parties,  that  no  third  party  claims  are  outstanding,  and  that  all 
fees  due  are  collected.   In  all  of  these  matters,  the  Sheriff  is  person- 
ally liable  under  his  bond.   In  general,  tho  complexity  of  this  dis- 
bursing process  causes  it  to  bo  quite  slow  and  even  though  the  volume 
may  not  seem  high,  this  function  is  definitely  falling  behind  and  certain 
of  the  ro commend s,t ions  to  follow  are  designed  to  obviate  this  condition. 
(At  the  moment,  January  1950,  overtime  is  being  used  to  improve  the  situ- 
ation. ) 

As  a  meo.svire  of  this  activity,  the  following  figvires  are  interesting; 

(1)  Average  Trust  Fund  Receipts  written 
per  month 

July  -  November,  1949       714 

(2)  Average  Warrants  written  per  month 

July  -  Novcanber,  1949       526 
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since  every  Trust  Fund  Receipt  eventually  causes  at  least  one  vrarrant 
to  bo  issued,  it  is  apparent  from  the  figures  that  disbursements  are 
falling  behind  at  a  considerable  rate. 

3.   B'-4  BOOKKEEPER 

The  function  of  the  Bookkeeper  in  Civil  Division  matters  is  (1)  to 
keep  the  Trust  Fund  accounts;  (2)  to  prepare  Trust  Fund  Warrants;  (3)  to 
keep  accounts  for  Keepers'  services  and  fees;  (4)  to  audit  Trust  Fund 
receipts*  prepare  daily  deposits  and  establish  Cashier's  cash  account- 
ability. 

The  above  functions  occupy  about  60^  of  the  Bookkeeper's  time,  the 
balance  being  used  directly  by  the  Undersheriff  in  matters  relating  to 
the  jails  and  to  expendit-ures  and  encumbrances  to  appropriations « 

This  position  vri.ll  be  affected  indirectly  by  recommendations  to  be 
made  concerning  the  Cashier,  since  the  position  derives  supervision  for 
the  &Ofo   of  its  time  for  the  Civil  Division  from  the  Cashier, 

It  should  be  noted  here  that  the  actual  -wTiting  of  warrants  has  for 
some  months  been  carried  out  by  a  Keeper  temporarily  assigned  to  clerical 
duties. 

The  foregoing  has  discussed  the  Bookkeeper's  job  as  it  nov/  exists. 
There  are  several  fimctions  not  now  being  done  vjhich  might  well  be 
instituted  and  assigned  to  this  section  of  the  Sheriff's  office  if  proper 
personnel  and  personnel  classification  ajustments  are  made. 

Another  section  of  this  report  discusses  the  need  for  a  perpetual 
inventory  system  for  jail  stores  such  as  food,  clothing,  medical  supplies, 
etc.   Such  an  arrangement  v/ould  be  of  great  aid  to  the  Storekeeper  by 
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providing  at  a  glance  the  status  of  requisitions,  purchase  orders  and 
stock  on  hand  of  any  item  handled.   In  addition,  after  they  have  been 
kept  for  a  period,  such  records  mil  give  historical  data  which  will 
indicate  when  to  make  certain  purchases,  how  much  to  order,  etc.  Also, 
historical  and  current  data  of  this  sort  will  give  a  sound  basis  on 
which  to  estimate  budget  requirements* 

In  addition  to  the  above,  it  is  also  desirable,  as  shown  in  this 
report,  that  cost  accounts  be  maintained  for  each  unit  of  the  automotive 
equipment  used  by  the  Sheriff.  Expenditures  for  gasoline,  oil,  tires, 
repairs,  etc.  should  be  recorded  and  used  as  an  indication  of  the  time 
of  replacement  or  overhaul  of  such  equipment. 

In  the  report  of  the  Controller's  Office  dated  January  17,  1950 
titled  "Transportation  Fund  Audit  for  Year  Ending  June  30,  1949"  is  the 
following  statement  -  "It  is  suggested  that  records  be  kept  by  the 
Sheriff  to  disclose  the  transportation  costs  chargeable  to  trips  made  by 
Sheriff's  automobiles «"  This  quotation  refers  to  the  transportation  of 
persons  to  State  institutions  by  the  Sheriff. 

The  foregoing  proposed  additional  work  develops  from  the  Materials 
and  Supplies  aspects  of  the  Sheriff's  office.   Certain  other  suggestions 
are  also  made  as  follows: 

It  would  be  desirable  to  relieve  the  Sheriff  and  the  Undersheriff  of 
part  of  the  administrative  detail,  as  well  as  much  of  the  detail  of  budget 
preparation  and  control. 

Also,  in  the  interest  of  simplifying  the  preparation  of  the  annual 
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"budget  request,  it  would  be  desirable  to  keep  certain  statistical  data» 
For  oxomplo,  a  detailed  record  of  the  incidence  and  disposition  of  temp- 
orrjry  work  vrould  be  very  useful,  as  wou.ld  a  payroll  break-dovm  detailing 
the  cmounts  and  causes  of  absences  of  all  kinds.  As  such  records  viere 
developed  and  maintained  continuously,  they  would  provide  a  fund  of 
historical  data  that  vrould  be  useful  in  estimating  on  a  sound  basis  the 
needs  of  the  ensuing  year  for  the  pvirpose  of  preparing  the  budget  request. 

It  is  believed  that  the  foregoing  discussion  shows  the  usefulness  of 
the  proposed  additional  work  for  the  fiscal  section  of  the  Sheriff's 
Civil  Division.   It  is  obvious  that  this  will  require  additional  person- 
nel vfliich  -vri-ll  be  recommended. 

Uono  of  the  proposals  made  in  this  discussion  should  be  construed  as 
implying  any  criticism  whatsoever  of  the  Sheriff »s  office  because  the 
Sheriff  has  not  had  the  necessary  persorjicl.   These  proposals  are  made 
beccuuse  it  is  felt  that  they  will  contribute  to  the  efficiency  and 
economy  of  the  Department. 

4.   LAW  CLERK 

The  principal  function  of  the  Lavv--  Clerk  as  now  assigned  is  attendance 
upon  the  counter  in  the  reception  area.  He  receives,  time-stamps  and 
collects  fees  and  writes  receipts  for  all  incoming  processes,  determining 
the  correctness  of  papers  received,  and  the  Sheriff's  duties  in  connection 
therewith,  getting  final  judgment  on  complex  matters  frcm  the  Chief  Clerk. 
In  addition,  he  processes  all  m.aterial  received  by  mail,  ViTiting  fee 
receipts,  time-stamping,  applying  foes,  depositing  excess  fees  and  fee 
deposits  with  Cashier,  etc. 
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This   position  is   fully  loaded   at  present   and  recaranendations  villi 
be  made  which   affect   it. 

5.  CLERICAL  ST^'ffF 

The  clerical  staff  consists   of: 
1  -  B-228  Senior  Clerk 
1   -  B-222   General  Clerk 
5   -  B-512  General  Clerk-Typists 

The  function  of  this   staff  is  to  do  the   office  work  necessary  to  the 
accomplishment  of  the   several  functions  of  the   Sheriff's  Civil  Division. 
It  involves  assigning  of  vnTits  to  the  Writ  Servers  and  maintaining  a 
record  of   such  assignment;    a  continuous  record  of  all  actions   in  every 
case;   return  of  writs  to  Courts  within  prescribed  time  Idmits;    and 
notification  of  litigants  of  certain  required  matters.      In   addition  this 
group  assists  defendants   in  the  preparation  of  exemption  claims,   types 
releases,    etc* 

It   is   impossible  to  completely  describe  all  of  these  functions  with- 
out recourse  to  the  rather   involved   and   complex  lav/s   on  the    subject.      It 
is  noteworthy  that  the  Senior  Clerk,    the  General  Clerk  and  at  least  two 
of  the   General   Clork-Tjrpists  must  know  and  apply  this   law  constantly   in 
the   normal  course   of  their  work.      This   seems   to  be    in  excess   of  the  know- 
ledge  and  responsibility  normally  required  of   employees   of  this   level. 

6.  D-102  rjRIT  SER-VERS 

There  are  ten  permanent  Writ  Server  appointments.   Ho  need  exists  for 
any  additional  help  here.   This  group  has  been  able  to  absorb  the  heavy 


increase  in  work  load  in  several  ways: 

a.  There  have  long  been  ten  Writ  Server  appointments,  but  usually  two 
and  sametimes  more  have  been  used  in  the  office,  a  custom  growing 
out  of  the  old  "office  deputy"  title; 

b.  The  acquisition  by  the  Sheriff's  Office  of  tiTo  automobiles  has 
facilitated  the  service  of  papers  in  outlying  districts; 

c.  The  practice  of  using  Tfrit  Servers  to  transport  prisoners  and 
patients  to  State  institutions  has  almost  ceased.  Bailiffs  absorbing 
the  bulk  of  this  duty. 

By  the  above,  the  Writ  Servers  have  been  able  to  keep  up  v;ith  the 
vrork  and  are  at  present  doing  so.   If  their  work  should  exceed  their 
ability  to  handle  it  in  the  future,  it  is  suggested  that  the  need  can  be 
met  by  having  the  clerical  staff  prepare  the  Vfrit  Servers'  notices  and 
returns,  a  task  which  noxv  absorbs  a  fairly  large  part  of  the  Writ 
Servers'  time.  This  is  common  practice  in  some  of  the  larger  sheriffs* 
organizations.   It  is  also  held  to  be  desirable  from  the  standpoint  of 
appearance  and  neatness  of  such  papers,  which  are  now  largely  handwritten 
by  the  Writ  Servers^ 

7.   D-154  HEAD  KEEPER  AI-ID  SEX'EW  (7)  D-152  KEEPERS 

The  Head  Keeper,  under  the  supervision  of  the  Chief  Clerk,  functions 
as  supervisor  of  the  Keepers,  assigning  and  scheduling  their  work  and 
procuring  extra  Keepers  when  they  are  required.  He  is  informed  of  and 
maintains  a  personal  record  of  amounts  of  deposits  made  to  the  Sheriff's 
Trust  Fund  for  Keepers'  fees.  These  fees  arc  applied  against  the  deposit 
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by  the  Bookkeeper  on  the  authority  of  the  Head  Keeper's  daily  report  of 
Keeper  activities.  From,  his  ovm.  record  of  deposits,  the  Head  Keeper 
calls  upon  Plaintiffs  for  additional  fee  deposits  as  necessary. 

In  addition  to  the  above  duties,  the  Head  Keeper  usually  serves  the 
process  on  jobs  where  a  Keeper  is  to  be  installed  and  upon  occasion 
serves  other  processt  He  conducts  all  Sheriff's  sales  and  is  responsible 
for  all  duties  in  connection  therewith. 

The  Keepers  guard  attached  preiaiscs  against  unlawful  removal  of 
property.   They  occasionally  accept  payjaents  which  if   sufficient  to 
cover  the  attachment  and  all  fees  mil  effect  release.   They  may  at  the 
Head  Keeper's  discretion  permit  a  business  enterprise  to  continue  oper- 
ating with  the  understanding  that  all  receipts  mil  be  tiirned  over  to  the 
Keeper  on  the  job  for  deposit  in  the  Sheriff's  Trust  Fund* 

In  recent  years,  in  spite  of  a  generally  increased  work  load  in  the 
Sheriff's  Civil  Division,  Keeper  work  has  declined.  This  is  probably  due 
to  greatly  increased  fees  and  the  requirement  for  depositing  five  days' 
fees  before  the  Keeper  is  installed. 

Reference  to  Table  IV  on  page  33  of  this  report  shows  that  the  re- 
quirement for  Keepers  varies  greatly  from  day  to  day.  Frequently  no 
Keepers  are  required  and  fairly  often  the  requirement  is  in  excess  of  the 
seven  penuanent  appointments.  However,  it  will  be  noted  that  the  seven 
regular  Keepers  can  handle  approximately  88^  of  the  load,  and  that  five 
Keepers  could  handle  75^  of  the  load.   It  then  becomes  questionable 
whether  it  is  economicalljr  justified  to  have  more  than  five  permanent 
Keepers.   The  percentages  above  are  derived  from  an  analysis  of  Keeper 
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activities   for   the   first   six  months   of  1949.      From   the  same   analysis,    it 
was   found  that  dturing  this  period  1051  hours   of  overtime    (at  time   and 
one-half)   wore  worked,    of  which  846  hours   or  80»5^  were  Saturday,   Sunday 
and  Holiday  work  by  regular  Keepers. 

Recommendations  will  be  made  concerning  the  Keeper  situation  as  a 
result   of  the    above   analysis* 

8.      B-552   STOREKEEPER 

The  duties   of  this  position  are   outlined  in  the   section  of  this 
report  devoted  to  Materials   and  Supplies* 

This   discussion  is   included  to   indicate   the   effect   on  this  position 
of  adding  the  proposed  perpetual  inventory  of  jails  stores*      The   general 
effect   should  be  to  greatly  simplify  the  work  of  requisitioning   and 
follow-up  of  the  purchase  of  these   stores.      A  certain  amoimt  of  addi- 
tional work  mil  accrue  to  provide  the  detailed  information  necessary  to 
the  maintenance   of  these  records.      This  position  will  no  longer   be   an 
isolated  one,    complete   in  itself,  but  vdll  mesh  very  closely  with  the.t 
position  to  v/hich  may  be  delegated  the  responsibility  for  keeping  the 
perpettial  inventory  records. 

RSCOlfflElvroATIONS  RE  PERSOMEL  -  CIVIL  DIVISION 


1.      Provide   one   additional   administrative   employment 

As  pointed  out  in  the  discussion  of  the  Booklceeper's  job,  there  are 
several  additional  functions  that  should  be  added  to  the  fiscal  section 
of  the   Sheriff's   office.      The   scope   of  the   functions   to  bo   added  is   such 
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E.S  to  allow  a  considerable  degree  of  independent  thought  and  action  and 
some  of  the  functions  are  sufficiently  complex  to  indicate  that  the  addi- 
tional appointment  should  be  a  classification  on  the  level  of  Administra- 
tive Assistant* 

The  functions  of  this  position  would  be  as  follows: 

a.  Maintain  a  perpetual  inventory  system  for  jail  supplies  such  as  food, 
clothing,  medical  supplies,  etc. 

b.  Develop  from  the  perpetual  inventory  system  such  statistical  and 
historical  data  as  vvdll  aid  in  the  prepD.ration  of  the  annual  budget 
request  on  a  sound  basis* 

c.  Maintain  cost  accounts  for  the  Sheriff's  department,  including  auto- 
motive equipment,  cost  of  services  perforaied  for  which  fees  are 
collected,  etc.   The  Controller  has  suggested  that  cost  records  be 
kept  to  determine  transportation  costs  chargeable  to  trips  made  by 
Sheriff's  automobiles. 

d.  Relieve  the  Sheriff  and  the  Undorsheriff  of  much  administrative 
detail,  including  budget  o:>q3cnditure  oxid   preparation  and  control. 

e«   Develop  and  maintain  a  set  of  statistical  records  which  will  provide 
the  historical  data  necessary  to  the  preparation  of  the  annual  budge b 
request  on  a  sound,  factual  basis  and  which  can  be  used  in  support  of 
the  budget  request. 

f»   Participate  in  a  coordinated  group  v/ith  the  Cashier  and  Bookkeeper  to 
the  end  that  the  fiscal  work  of  the  Sheriff's  office  Trill  be  carried 
out  in  an  efficient  and  economical  manner. 
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2«      Provide   a   second  counter   attendant 

Preferably  with  qualifications   ccmparable  to  those   of  the   present 
counter  attendant    (B-160  Lavr  Clerk)..    This  position  would  assume  the 
foil owing  functions : 

a.  Sharing  of  present  vrork  load. 

b.  Opening  and   analyzing  all   inccming  mail. 

c.  AssiOT.e   duties    in  connection  with  collecting  and  receipting   for  monies 
of  the  Sheriff's  Trust  Fund. 

d»     Assume  the   simpler  duties  mth  respect  to  correspondence   in  out-of- 
tovm  matters. 

e.  AssuiTie  as  much  as  possible  of  the  burden  of  telephone  and  personal 
inquiries. 

f.  Supply  counter  relief  for   all  purposes. 

With  the   above  acccmplished,   the   following  gains  should  be  realized: 

a.  The   Cashier  would  be  relieved  of   enough  of  his  presently  too  heavy- 
work  load  to   enable  hiiu  to   concentrate   on  his  disbursement  function 
with  the  end  result  of  keeping  disbursements  up  to  date   and  elimin- 
ating the   present  flood   of   complaints   and  demands. 

b.  The   Chief   Clerk  vrould  be   relieved  of  much   of  the   daily   impedimenta 
that   are  hampering  his   supervisory  and  advisory  functions. 

c.  A  self-contained  unit  would  be  formed  to  take  care  of  all  incoming 
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matters,  provide  its  own  relief,  and  thus  eliminate  interference  with 
the  regular  duties  of  other  staff  mGmbers.» 

3.  Provide  a  G-enoral  Clerk-Stenographer 

To  be  assigned  to  the  Chief  Clerk  personally.   This  position  will 
carry  out  the  following  duties: 

a.  Answer  telephone  and  receive  callers,  directing  them  when  desirable 
to  do  so,  answering  inquiries,  etc. 

b.  Handle  all  correspondence  with  out-of-town  agencies,  taking  dictation 
from  Chief  Clerk,  Law  Clerks  and  others  having  correspondence  to  be 
handled. 

c.  Do  general  clerical  work  for  the  Chief  Clerk  such  as  getting  and 
returning  case  files,  making  up  daily  tirae  sheets  and  other  such 
duties  as  may  be  assigned  by  the  Chief  Clerk. 

The  above  appointment  vrould  be  expected  to  have  the  following  effects; 

a.  Further  relieve  the  Chief  Clerk  of  ro.inor  matters  so  that  he  may 
devote  his  time  to  more  complex  problems,  personnel  matters  and  gen- 
eral advisory  functions. 

b.  Expedite  the  handling  of  correspondence  with  the  effect  of  improving 
public  relations. 

4.  Provide  one  additional  General  Clerk-Typist 

This  position  would: 
a.  ■  Carry  out  all  filing  and  mailing  activities* 
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TABLE  IV 

DI3TRI3UTICN  CF  KEEPE: 

1  JO^-S  EY  i 

iroiBER 

REQUIRED 

IN 

A  DAI 

j;j:u. 

i:;i'  -  JbwE 

1949 

No.  of 

No.  of  Days 

CTjmulative 

Cumulative 

3  r.'r.  Shifts 

Occ-orred 

Days  Occurred 

Percentage 

Percentage 

0 

39 

39 

21.4 

21.4 

1 

19 

58 

10.5 

31.9 

2 

21 

79 

11.6 

43.5 

3 

26 

105 

,  14=4 

57.9 

4 

19 

124 

10.5 

68.4 

5 

11 

135 

6.1 

74.5 

6 

15 

150 

8.3 

82.8 

7 

10 

loO 

5.5 

88.3 

8 

5 

165 

2.3 

91.1 

9 

8 

173 

4.4 

95.5 

10 

2 

175 

1.1 

96.6 

11 

0 

175 

0.0 

96.6 

12 

2 

177 

1.1 

97,7 

13 

2 

179 

1.1 

98.8 

14 

1 

180 

0.6 

99.4 

15 

1 

181 

0.6 

100.0 

TOTAL 

181 
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b«      Carry  out  typing  and  clerical  duties   as   instructed  and  accept  other 
duties  as  his  abilities   aiid  knowledge  of  the  work  develop* 

c.      Provide   assistance  as  needed  at  bottlenecks  as  they  occur. 

d«     Make  unnecessary  the  use  of  field  workers    (Keepers,  Writ  Servers) 
in  clerical  capacities. 

e»      Assist  the  fiscal  group  with  various   clerical  tasks  that  may  arise* 

5«     Roduce  the  present  staff  of   seven   (7)   Keepers  by  tvro  as  vacancies   occur 
and  establish  trro  Keepers   on  a  permanent   "as-needod"  basis.      This  recom- 
mendation is  contingent  upon  the   ostablislTraent  of  an  adequate  list  of 
extra  Keepers   and  is   supported  by  the  follov/ing  data: 

a»     Reference  to  Table    IV,    contra,  will   show  that  the    sixth  and   seventh 
Keepers  were  unoccupied  on  135  dajrs   out  of  the  181  day  period  or 
approximately  270  days  per  year  per  man* 

The  proposal  to  reduce  the  permanent  staff  will  effect  a  saving 
of  '^5,760  in  pcrma.nent   salaries  at  the  maxiiium  rate.      This  will   in 
turn  raise  the   cost  of  temporajry  Keepers  by  154  man  days    (92  days  per 
year  for  the   sixth  man  and  62  for  the   seventh  man).      This,    at  the 
minimum,  rate,  Y«-ill   am  omit  to  $1,401.      The  net   saving   available,  the-a 
vfill  be  §5,760   loss  $1,401,    or  >?4,359. 

b.  Again  frcm  Table   IV,    a  staff  of  five  Keepers  would  handle  75^  of 
the   requirem.ents  virhile   seven  would  handle  88^. 

c.  The  trend  in  use   of  Keepers   seems  to  be   downward  because   of  increased 
fees   and  the  requirement  for   a  five  day  fee  deposit. 
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DISTaIBUTIOj   of  keeper  jobs   BI  DAI  OF  !jE5K 
JAi;u/JJ  -  JUIIS.   19 A9 


Day 

Monday 
Tuesday 
Wednesday 
Thirrs  day- 
Friday 
Sa  turday 
Sunday 


IT.   3,     D-.y  vShift       (9  A.M.   -  5  P.IW.)   50,5^ 
Night  "  (5  P.M.    -  1  A.M.)   25.7^ 

Morning   ■'        (1  A.M.   -  9  A.M. )   23.8^ 


No.  of 

8  Hr.  Shifts 

Percentage 

97 

15.0 

98 

15.2 

112 

17.4- 

96 

U.9 

99 

15.3 

79 

12.2 

64 

10.0 
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6.     Discontinue,   except  in     emergencies,   tho  practice   of  using  pormcnent 
Keepers   for   Saturday,    Sunday  and  ?Ioliday  vvork.      This  recammendation  is 
supported  by  the   follovdng   data   and   is   contingent  upon  the   establish- 
ment  of   an  adoquo.te   list  of  extra  Keepers: 

a.      This  work  must  be  paid  for   at  the  time  and  one-half  overtime  rate* 

b#      QOfo  of  all   ovcrtim.e  worked  by  Keepers   is   on  Satxardays,    Sundays   and 
holidays* 

c.      On  the   basis   of  current   statistical   data,    about   1,700  man  hours   of 
T/eek-end  and  holido.y  overtime   are  worked  arJiually.      The  potential 
saving  here   is  the  half-tinie  portion,    850  man  hours    at   about  |l.o75 
per  hour,    or   y 1,169  per  year. 
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t/:bls 

71 

A'TIiP.AGE  r'AIJ 

Y  pcpulat: 

I OH  OF  ( 

DOlJlWY  JAILS 

Fiscal 
Year 

No.   1 
Men 

Kg.  3 
WcEien 

Total 

llo.    2 
Men 

llo,  4 
'.'.'omen 

Total 

G-rajid 
Total 

1939/^0 

166 

42 

208 

566 

45 

611 

819 

40/41 

163 

30 

193 

574 

46 

620 

813 

41/42 

168 

33 

201 

671 

liLi 

715 

916 

42/43 

185 

42 

227 

574 

se 

630 

857 

43/44 

191 

53 

244 

420 

60 

480 

724 

44/45 

174 

47 

221 

351 

36 

387 

608 

45/46 

1?2 

49 

221 

377 

52 

429 

650 

46/47 

185 

38 

223 

431 

50 

481 

704 

47/48 

187 

39 

226 

454 

53 

507 

733 

48/49 

177 

3^ 

211 

514 

39 

553 

764 

Approximate 
Capacity 

3 

200 

50 

250 

600 

60 

660 

910 
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EEVIEW  OF  PERSOMSL  RE  COMMEND  AT  I OHS 

In  reviewing  the  foregoing  several  recommendations  in  regard  to  personnel, 
it  is  believed  that  their  accomplishment  will  clear  up  the  conditions  in  the  Civil 
Division  which  have  "been  "brou^^^ht  ci  hy  -th  5  52.9^  increase  in  work  load  of  the  past 
two  or  three  years.   Clerical  ho"':  ulerecl-.t;  will  oe  "broken,  dis"bursements  will  "be 
current  and  the  Chief  Clerk  will  have  freedcni  to  carry  out  his  administrative  and  ' 
supervisory  functions. 

In  addition  to  the  a'oove ,  the  recommended  haxidling  of  the  Keeper  situation 
contains  a  potential  saving  of  aTjout  $5rOOO  per  year. 

II.  COUNTY  JAILS 

A.  TORgLOAD 

The  San  Francisco  Cov.nty  Jails  comprise  four  Jails  at  two  locations.  County 
Jails  No.  1  (menjajid  3  (v;oinen)  are  at  the  Hall  of  Justice,  while  No.  2  (mer^  and 
4  (women)  are  in  San  Ms^tec  County.  Each  jail  is  a,  separate  entity  and  has  a 
separate  custodial  staff.  At  tach  location,  meals  are  prepared  st  the  men's  jail 
and  taken  to  the  women's. 

The  primary  function  of  these  jails  is  to  carry  out  court  orders  with  respect 
to  imprisonment  and  to  maintain  a  sufficient  degree  of  security.   In  addition, 
Co"jnty  Jail  No.  1  provides  or  arranges  transportation  of  felons  to  state  prisons, 
and,  at  the  direction  of  the  Under  Sheriff,  assigns  and  provides  relief  and 
£.ssi stance  for  the  Bailiffs  at  the  Hall  of  Justice, 
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In  discussing  work  load  iaposed  "by  keeping  the  jails  and  maintaining  security, 
it  is  sufficient  to  say  that  the  work  load  does,  not  vary  as  long  as  the  numher  of 
prisoners  stays  within  certain  \ride   limits.  Due  to  the  fact  that  prisoners  are 
commonly  segregated  according  to  offense  and  other  considerations,  a  low  jail  popu- 
lation does  not  mean  that  any  specific  area  of  a  jail  may  te   empty  and  thereby 
reduce  the  security  requirements.   In  the  past  ten  years,  except  for  very  short 
periods  of  OT'ercroviding  at  County  Jail  No.  2,  the  work  load  of  jails  as  far  as 
security  is  concerned  has  remained  constant.  The  question  of  whether  or  not  the 
security  provided  has  "been  adequa.te  will  be  discussed  later  in  this  report. 

The  transportation  of  prisoners  to  state  prisons  as  an  element  of  work  load  ma.y 
be  considered  as  negligible  since  it  is  largely  handled  by  Bailiffs  of  courts 
recessed  in  the  afternoons,  in  much  the  spme  manner  as  mental  patients  are  handled 
by  the  Bailiffs  at  City  Hall. 

The  Sheriff,  by  lav;,  must  provide  Bailiffs  to  the  Courts  as  required.  In  the 
City  ?nd  County  of  San  Francisco,  the  Under  Sheriff  exercises  supervision  over  all 
Bailiffs.  At  the  City  Hall,  the  assignment  of  Bailiffs  is  hsMled  by  him  through 
the  Chief  Clerk  arid  at  the  Hall  of  Justice  and  Juvenile  Court  through  the  Captain 
of  the  Watch  at  County  Jail  Ho.  1. 

The  latter  constitutes  an  element  of  v/ork  loed  on  the  staff  of  County  Jail  No.  1^ 
At  the  Hall  of  Justice  there  are  four  Municipal  Courts.  Each  is  assigned  two 
Bailiffs  and  there  is  a  vromen  Bailiff  serving  all  four.  Each  of  three  Superior 
Courts  is  assigned  one  Bailiff  v/ith  a  womaji  Bailiff  serving  all  three  as  needed. 
The  Juvenile  Court  is  served  by  tvro  men  and  one  woman  Bailiffs  and  there  is  in 
addition  to  all  of  the  foregoing,  one  man  Bailiff  who  serves  where  ever  needed. 
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The  manner  in  v/hich  this  element  of  work  load  is  imposed  upon  County  Jail 
No.  1  is  twofold; 

1.  Providing  relief  for  Bailiffs  absent  for  any  cause. 

2.  Providing  extra  or  additional  Bailiffs  as  required  hy  the  Courts. 

Tilhile  the  assigned  numbers  of  Bailiffs  seem  ample,  it  must  "be  remembered  that 
these  are  all  criminal  courts,  with  the  Bailiffs  having  responsibility  for  the 
security  of  prisoners*   Since  the  removal  of  the  courtroom  cages  recently.  Bailiffs 
frequently  have  to  have  help  in  order  to  provide  security  when  the  number  of 
prisoners  is  high.  This  relief  and  assistance  must  be  provided  from  the  uniformed 
Jailer  force  of  County  Jail  Ho.  1,  since  uniformed.  Bailiffs  are  required  in  criminal 
courts. 

As  a  somewhat  extreme  example,  a  recent  murder  trial  at  times  required  as 
many  as  four  Bailiffs  upon  request  of  the  Judge.  Held  in  a  Superior  Court  which 
had  a  normal  staff  of  one  Bailiff,  it  was  reported  that  the  seriousness  of  the 
offense,  the  public  curiosity  and  the  somewhat  hysterical  nature  of  some  of  the 
participants  required  two  Bailiffs  as  an  absolute  minimum  at  all  times  and  as 
many  as  four  were  required  on  some  days.  These  extra  Bailiffs  had  to  be  assigned 
either  from  other  courts  or  from  the  uniformed  Jailer  force.  The  foregoing  is  cited 
as  an  example  of  the  fact  that  the  Coxinty  Jail  vrark'  load  is  affected  by  the  require- 
ments of  the  Courts  for  Bailiffs,  This  element  of  work  load  would  be  extremely 
difficult  to  measure,  but  definitely  does  exist. 

Again,  the  matter  of  personnel  required  to  accomplish  the  work  load  will  be 
discussed  in  another  part  of  this  report. 

Table  TI ,  adjoining,  shows  the  average  aimual  jail  population  of  recent  years, 
which  we  compiled  from  the  daily  prisoner  count  at  all  jails,  as  maintained  at 
County  Jail  Ho.  1. 
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A  brief  analysis  of  this  table  shows  tnat  on].y  in  one  year,  194.1/4^,  has  the 
population  oi  any  of  tne  jails  been  substantially  in  excess  of  its  capacity. 

In  adaition  to  that  year,  there  have  been  a  considerable  number  of  indiviaual 
months  where  this  naa  been  true,   riovvever,  ohis  condition  has  prevailed  only  one 
monoh  in  x.he  past  six  years  and  both  jails  are  novv'  and  ho.v€  been  for  the  past  lew 
years  operating  below  capacity . 

The  foregoinei  aiscussion  has  been  incluaed.  as  a  picture  of  'Che  general  situa- 
tion to  be  considerea  with  the  statement  that  low  jail  population  aoes  not  measur- 
ably reduce  Vifork  ioaa,  but  population  in  excess  of  capacity  does  pose  a  serious 
security  problem. 

B.  SECUfllTY 

The  information  contained  in  the  folio?d.ng  discussion  T^ras  gained  from  Captains 
of  the  Watch  and  Jailers  on  the  job  ana  fi-om  the  Under  Sheriff,  who  administers  j"ail 
matters.  Much  of  this  information  deals  as  much  vith  aay-to-day  operating  problems 
as  v\rith  the  security  aspects  per  se. 

1.-  County  Jails  Ro.   1  &  3 

Security  at  the  Women's  Jail  at  zhe   Hall  of  Justice,  rto.  3,  seeas 
aaequate  but  not  excessive. 

The  men's  jail  at  Hall  of  Justice,  i^o.    1,  operates  on  a  basis  of 
three  watches  around  the  clock,  12:30  A.M.  to  8:00  A.M.,  8:00  A.M.  to 
5:00  P. Hi,  and  5:00  P.M.  to  12:30  A.M.  For  the  purposes  of  this  uiscussion, 
they  will  be  referred  to  as  the  day  v/atch  and  the  two  night  ?;atches. 
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Jail  No.  1  -  (Coiit'dj 

5;  00  Piv'l  to  12;  30  M   Watch 
Captain  of  Watch  ■'<■ 

General  supervision  of   Jail 
3  Jaiitrs  (Detail  &  Keiiof ) 

Patrolling  briage  (at  all  times;  * 

Guarding  I'ront  of   felony  wing  (a.t  all  times;  "- 

Receiving  prisoners,  visitors,  and  attorneys  and  letting  out 

visitors  ana  attorneys 
Brintiing,  prisoners  from  cells  for  attorneys'  visits  and 

retui'nin^  prisoners  to  cells  after  interviev/s  *"'* 
Keeping-  v»atch  on  prisoners  and  visitors  in  attorneys'  cages  "*^<^*" 


12;  30  A?A  to  8:00  M  Watch 

Captain  of  Watch  * 

General  supervision  of  jail 

<   Jailers  (Detail  &  tteliof ) 

Patrolling  briugo  (at  all  times)  * 

Guarding  iront  of  felony  ^vings,  censoring  mail,  answering 
phone  calls,  etc.  -^- 

Taere  are  2  Jailors  (Kelief ;  vmo  vvith  the  Jailers  (Detail  <k  Eelief  j  are 
a.3signea  to  cover  tne  seventh  aay  on  those  posts  vmich  must  be  manned  seven 
aays  pei'  week.  Jailers  and  Captains  of  the  Watch  work  a  b  day  week. 
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PRESiiiMT  JAILER  ASSIGi\lMEl\iT8 

couwTi  Jail  m.  i 


S-.Uu  MA   to  5:00  Pwi  Wf:i.tch 

Captain  of  Viatcn  * 

General  supervision  oi  jail 

Jailer  (fi'ont  Office)  ''■=■ 

Receiving  and  discharging  prisoners  ■^''^'^ 

Maintaining  jail  records 

Answering  telephone  to  give  information  to  la?/  enforcement  agencies 

ana  other  persons 
Permitting  persons  authorized  to  enter  and  leave  jail  "^^"' 
Letting  prisoners  out  and  in  from  courts  "5"'" 

Jailer  (Kitchen  &  Detail)  "="" 

Supervising  trusties  assigned  to  kitchen 
Assisting  at  other  posts 

Jailer  (Front  Felony  i'ving)  --^ 

Keeping  record  of  prisoners  entering  and  leaving  the  vving 
Searching  prisoners  enterin^,'  --.nd  leaving  the  Vving 
Recorcting  iiil  .uonies  received  I'or  inmates 

Jailer  (rilorth  Felon;/  Kiing)  * 

Assigning  prisoners  'Co  cells  ■"•^"-■"" 

Maintaining  oraor  :..:nong  prisoners  during  exercise  period  and  at  ail 

otner  times 
Searcning  prisoners  entering  and  leaving  v;ing 
Searciiin^  bleinket  rolls  when  issued  sna  returned 
Keeping  record  of  prisoners  entering  and  leaving  wing 

3  Jailers  (Detail  &  Relief) 

Patrolling  front  bridge  (done  24.  hours  day,  7  days  per  week) 
Watching  visitors  and  prisoners  in  vving  in  area  in  front  of  felony 

vving  and  in  the  attorney '  s  and  Prisoner '  s  cages  *"'">" 
Guaraing  entrance  doors 
Guarding  south  wing- 
Relieving  ana  assisting  Bailiffs  of  Hall  of  Justice  when  needeu  ^^ 
May  assist  Bailiffs  in  delivering  and  returning  prisoners  to  and  from 

Municipal  and  Superioi'  Courts  ""-^<- 

■^  Posts  which  must  be  mannea  7  days  per  v/eek 

^^'  Not  aone  when  courts  not  in  session 

-^^<^-  Less  activity  v;hen  courts  not  in  session 

A  Reports  on  at  6:00  M 

Generally  Superior  Courts  are  not  in  session  on  Saturday  ana  Sunday 

and  Municipal  Courts  are  not  in  session  on  Saturate  afternoon  and  Sunday 
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This  jail  (No.  1)    probably  aoes  not  lack  in  sscurioy  from  the  escape  point  of 
view.  floviTever,  auring  the  d&jytime  hours,  it  boos  seem  to  lack  jailer  personnel  to 
properly  carry  out  all  its  functions.  The  average  staff  during  the  day  v/atch  is 
from  seven  to  eight  men.   Contra  are  the  present  assignments  at  County  Jail  No.  1. 
During  the  day,  especially  in  the  morning,  prisoners  are  being  brought  in,  released, 
tremsferred  to  No.  2,  taken  to  court,  returned  from  court,  etc.  All  of  these 
activities  call  for  constant  vigilance  on  the  part  of  tne  jailers  and  a  number  of 
specific  assignruents.   It  is  stated  that  one  rather  important  element  of  jaii- 
keepin^  is  oeing  to  a  great  degree  neglected.  This  is  the  frequent  careful 
inspection  and  search  of  tne  ceils,  cell  blocks  and  prisoners  themselves.  This 
taices  the  combined  effort  oi  several  jailers  and  it  is  only  seldom  that  enough 
jailers  can  be  freea  from  other  auties  at  one  tiiTie  to  accomplish  this  inspec- 
tion. The  Captain  of  tne  bay  liVatch  at  No.  1  states  tnat  this  search  and 
inspection  function  is  carrlea  out  at  all  major  penal  institutions  such  as 
Federal  and  State  prisons.   He  quotes  no  v><ritten  authority.  The  frequency  of 
tills  procedure  varies  v;ith  the  institution  but  averages  about  tvace  a  month. 

At  the  Hall  of  Justice  the  jailer  force  is  tne  source  of  relief  and/or 
assistance  for  Bailiffs,  vvnatever  the  cause.  The  courts  frequently  request 
extra  Bailiff  service  for  several  reasons.  Superior  Courts  are  assigned  one 
regular  Bailiff  and  v.henever  more  than  one  prisoner  is  involved,  ;iii  additional 
Bailiff  is  requested  so  that  the  regular  jJailiff  may  be  free  to  perform  various 
tasks  as  required  by  tne  Juage. 

Municipal  Courts  are  regularly  assi^^ned  two   Bailiffs  in  consiaeration  of 
the  larger  numbers  of  prisoners  vmicn  usually  appear  at  tne  saine  time  in  these 
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courts.   Since  the  removal  of  the  courtroom  cages  recer.n:iy,  the  security  of 
these  prisoners  is  entirely  in  the  hands  of  the  bailiffs.  If  a  Bailiff  is 
requirea  to  leave  the  courtroom  for  any  reason,  a  replacement  is  usually  requested 
of  the  jail.  Since  all  of  tntse  replacements  must  be  uniformed,  they  are  pro- 
vided from  the  regular  jailer  lorce,  resultmii  either  in  temporary  uiaderstaff ing 
at  the  jail  or  in  the  hiring  of  extra  jailers. 

A  need  for  additional  daytime  jailers  is  indicated  and  a  recommenaation 
will  be  made  regarding  this. 

The  two  night  shifts  of  jailers  operate  v.lth  a  minimum  of  personnel.  The 
5:00  P.M.  to  12:30  A.M.  v/atch  operates  vdth  only  four  men  including  the  Captain. 
During  this  period,  tnere  is  a   certain  amount  of  activity.  South  wing  (non-felony) 
trusties  are  not  locked  up  until  about  8:00  P.M.  whexi  kitchen  work  is  completedj 
some  prisoners  are  received  or  released^  prisoners  are  visited  by  attorneys,  etc. 
In  the  event  of  any  trouble  within  the  cells  from  troublesome  prisoners,  sick 
prisonex's,  etc.,  an  absolute  minimum  of  three  jailers  should  be  available,  two 
to  go  to  the  cell,  one  to  remeiin  outside  the  cage.   In  the  event  that  a 
prisoner  must  be  taken  t-o  the  hospital  or  rf;moved  from  the  jail  for  any  reason, 
a  jailer  musi:-  accompany  him,  weaving  the  jail  temporarily  short-nanded. 

The  12:30  A.M.  to  8:00  A. 'A.   watch  operates  with  three  men,  including  the 
Captain.  Although  there  is  less  activity  during  this  period,  the  above 
requirements  for  manpower  apply,  ivith  the  result  that  tne  jail  can  easily  be 
seriously  under-staffed  if  one  man  is  requii'ea  to  be  avay   for  any  reason. 
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Jail  No.  2.  -  (Con'd) 

5;  00  PM  to  12  s  30  AM  V/atch 

Captain  of  Watch  -- 

General  supervisioti  of  Jail 

2  Jailers  (Night)  -"- 

Patrolling  y»'ings  and  enforcing  security 
Colloctinj;  and  censoring  out-going  mail 

12;  30  AIVI  to  8;  00  AM  Watch 
Captain  of  Watch  -^ 

General  supervision  of  Jail 

i 

Jailer  (Ni{iht)  --  ' 


Patrolling  wings  and  enforcing  security 

There  arc  2  Jailers  (Relief)  v/ho  with  the  Jailers  (Detail  &  Relief)  are 
assigned  to  cover  the  seventh  day  on  those  posts  which  must  he  manned 
seven  days  per  weeko  Jailors  and  Captains  of  the  Vfetch  work  a  6  day  week. 
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PRSSEliT  JAILiiR  ASSIGi'MEHTS 
COmil  JAIL  IIP.  2 


8;  00  AM  to  5;  00  PM  Vfatch 

Captain  of  Watch  * 

General  supervision  of  jail 

Jailer  (Assignment  Office)  ^ 

Receiving  prisoners  and  preparing  them  for  release 

Assignmtint  of  quarters 

Assignment  of  trusties 

Custody  of  prisoners  clothes  and  property 

Supervising  jail  comraissary  store 

Jailer  (Front  Gate)  --^ 

Receives  visitors 

Checks  all  prisoners  into  and  out  of  jail  grounds 

Halts  and  searches  all  incoining  and  outgoing  vehicles 

Jailer  (Front  Office)  -"- 

Checks  out  and  in  all  farmers  and  prisoners  assigned  to  farming 

Censors  incoming  mail 

Registers  visitors 

Ansvfers  incoming  telephone  calls 

Responsible  for  trusties  assigned  to  office 

Jailer  (Kitchen  &  Basement)  -"-  -  A 

Supervising  kitchen  and  trusties  assigned  thereto 
Supervising  preparation  and  distribution  of  inmates '  breakfast 
Supervising  receiving  room,  tailor  shop,  cobbler  shop,  shoe  room, 
bathroom,  barber  shops,  laundry,  carpenter  shop  and  paint  shop 
Assists  assignment  office  Jailer  in  receiving  room 

2  Jailers  (?/ing)  -x- 

Maintenance  of  security  and  cleanliness  of  jail  ¥;ings 
Responsible  for  cleanliness  of  inmates  and  tiers  and  cells  and 
cleanliness  and  sufficiency  of  clothing  and  bedding 

Jailer  (Landscape)   (Off  Sunday) 

Si:?)ervising  trusties  assigned  to  maintenance  of  grounds 

2  Jailers  (Detail) 

Patrolling  wing,  gun  deck  and  fence 
Assisting  in  assignment  office  and  Y;ings 

Transporting  prisoners  betvireen  Jails  #1  and  #2  and  San  Francisco 
Hospital  or  other  places  as  ordered  by  courts 
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In  addition  to  their  security  duties,  certain  other  duties  are  assigned  to 
the  two  night  watches.  The  5^00  P,  M,  to  12:30  A,  M.  v/atch  makes  a  daily  check 
of  commissarj'  goods,  checks  the  day's  sales  and  makes  up  the  daily  summary. 
During  this  period,  a  considerable  number  of  phone  calls  are  received  from 
various  sources  regarding  prisoners.  The  12;30  A.  M.  to  8;00  A.  M.  watch  searches 
all  prisoners'  clothing  after  fumigation  and  answers  occasional  phone  calls. 
South  wing  trusties  are  released  at  6  A.  M.  for  kitchen  duty. 

A  need  for  more  ja.ilers  during  these  periods  is  indicated  and  a  recommendation 
will  be  made. 

2.  County  Jails  No.  2  k  U 

Women's  Jail  bio.  4-  appears  adeqtmtely  staffed  for  any  needs  that  may  arise, 
but  is  not  over-staffed. 

The  men's  Jail  No.  2,  during  the  daytime  hom's,  seems  to  lack  sufficient 
jailer  personnel  to  provide  a  desirable  degree  of  security.  The  general  feeling 
among  the  Jailers  and  Watch  Captains  is  that  trouble  through  escape,  riot,  or 
other  caixse  has  been  avoided  more  thi'ough  good  luck  tho.n  adequate  personnel. 
The  jail  itself  is  large,  having  two  v;ings  of  five  tiers  (floors)  each,  a  large 
surrounding  farm  area  fenced  by  an  ordinary  wire  mesh  fence  and  a  large  basement 
area  devoted  to  storage,  bathing  facilities,  barber  shop,  etc.  Activity  is 
constant  during  the  day  in  all  of  these  areas,  with  the  usual  receiving  and 
releasing  of  prisoners,  visiting  hours,  visiting  attorneys,  classes  for  prisoners, 
an  alcoholic  clinic,  hospital  area,  etc.  The  available  staff  is  hard  put  to  keep 
proper  vigilance  over  these  many  activities.  There  are  eight  men  on  duty  during 
this  watch  Monday  through  Friday,  nine  on  Saturday  and  ten  on  Sunday.  Contra  are 
the  present  assignments  at  County  Jail  No.  2.  Here  again  it  is  seldom  possible 
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to  make  the  pei-lodic  searches  that  seera  to  bo  required  by  good  penal  practice. 
Another  activity  that  is  curtailed  to  c.   large  degree  is  the  use  of  the  recreation 
yard  for  ball  games,  etc.  Use  of  this  facility  requires  a  minimum  of  three  guards 
and  it  is  seldom  that  these  can  be  spared  at  one  time.  For  those  prisoners  permitted 
to  engage  in  the  various  fanning  activities,  supervision  and  a  nominal  degree  of 
security  are  provided  fcry  the  three  0-52  Farmers,  v/ho  are  deputized. 

Siamraarizing,  it  appears  that  insufficient  personnel  is  available  to  provide 
a  desirable  degree  of  security,  to  carry  out  the  various  daily  functions  of  the 
jail  and  provide  the  recommended  rehabilitation  activities. 

The  two  night  'matches  have  approximately  the  same  general  situations  to 
deal  vdth  as  do  those  at  County  Jail  No.  1  xifith  the  folloviring  notable  exceptions; 

a.  A  jail  population  at  least  double  that  of  No.  1. 

b.  A  much  larger  jail  area  to  be  patrolled. 

c.  One  less  jailer  on  each  watch. 

d.  Complete  isolation  from  any  agencies  T;hich  might  be  of  assistance  in 
an  emergency. 

e.  An  0-168.1  Operating  Engineer  (deputized)  on  each  watch  who  might  be 
of  nominal  assistance  in  an  emergency. 

It  seems  readily  apparent  tlmt  here  again  the  personnel  is  insufficient 
to  do  the  job  in  the  best  manner. 

The  fact  that  no  serious  trouble  has  ever  occurred  at  this  location  is  not 
sufficient  evidence  that  security  measures  have  been  adequLite.  The  barn  door 
seems  to  be  ooen. 
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3.  General  Discussion 

Present  jailer  manpower  appoara  at  a  minimum.  This  is  indicated  by  the 
fact  that  all  jailer  absences,  however  snort  or  for  whatever  purpose  must  be 
replacea  by  temporary  help,  aocoraing  to  the  Under  Sheriff. 

One  need  for  temporary  extra  jailerSj  asiae  from  hhe   usual  sick  leave  and 
vacation  needs,  is  the  guarding  of  felony  prisoners  at  t>an  Francisco  Hospital 
vi,'nen  sucn  prisoners  are  hospital  cases.  Three  jailers  are  needed  for  each 
uay  of  this  type  of  assignment.   For  the  calendar  year  19<49j  approximately  60G 
man  days  were  used  for  this  purpose. 

In  connection  with  the  aiscussion  of  {^nardini,  felony  prisoners  at  San 
Francisco  Hospitals,  it  wouia  be  viell  to  note  tnat  a  previous  stuay  of  this 
matter,  completed  early  in  1949,  resultea  in  the  securing  of  an  opinion  from 
the  City  Attorney  which  contained  the  follov/inti  two  important  points: 

a.  The  Police  Department  must  furnish  necessary  guard  or  guards  for 
prisoners  removed  from  the  city  jail  to  the  hospital  for  a  period 
not  in  excess  of  AS   hours . 

b.  The  respective  security  duties  of  the  Sheriff  and  Police  Department 
may  not  be  delegated  or  inter changea  between  them. 

It  is  stated,  try  tne  Under  Shei'iff  that  at   least  to  date  the  f^uarding  of 
prisoners  is  being  carried  out  in  the  same  manner  as  it  always  has  been,  i.e., 
the  Police  Dej^iartmont  guards  its  o\m  j-j^rlsoners  until  they  arc  held  over  for 
trial  or  released  by  the  Municipal  Courts j  v«hether  the  time  in  the  hospital 
is  in  excess  of  /+8  hours  or  not. 
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This  information  is  inciudect  to  inaicat^  o.   possib.ie  so',;irce  of  increased 
gxjarding  of  prisoners  at  one  nospital  by  tiie  Siieriff  if  the  Police  Department 
chooses  to  invoke  the  Uc   hour  iimitation. 

If  jailer  manpowers  is,  as  has  been  aiscussed,  at  a  very  rainimurn,  there 
is  no  personnel  whatsoever  to  absorb  even  tne  normal  day  to  aay  absences. 
This  results  in  a  highly  unpredictable  need  for  teuiporary  extra  jailers  and 
maKea  accurate  buaget  preparation  difficult. 

A  raoaerate  increase  in  personnel  at  the  jails  viiould  provide  a  staff  which 
could  function  without  extra  personnel  except  in  emergencies  or  in  the  event 
ox  prolonged  absence. 

C.  REC0»EMDATI0Mi3 

i*  That  ci?-:ht  (8)  permanent  .D--60  J'ailer  einployments  be  created.  These 
shoula  be  distributed  four  to  each  jailj  two  to  each  diiy  v/atch  and  one 
to  each  night  watch. 

It  should  be  clear  that  these  employments  are  primarily  recommenaed 
for  tne  purpose  of  bcvtter  ;_ccomplislTment  of  aay  to  day  work  at  the 
jails,  proviain^;'  relief  for  absencesj  vacations,  ana  sick  leave, 
allowing  some  manpowex'  for  j^uaraing  felonies  at  San  Francisco  hospital 
and  for  providing  aULiitionai  .oailiff  service  as  is  frequently  required 
at  the  hall  of  Justice  since  tne  rwmoval  of  courtroom  cages.   Addi- 
tional security  will  also  be  provided. 

The  initial  coot  of  the  above  recoinmonaed  Jailers  will  be  ^"--4-5960 
per  year  from  which  may  be  deducted  approximately  i(tl9,200  which  should 
be  saved  in  temporary  salaries,  leaving  a  net  additional  annual 
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expenditure  of  ;,?5j760.  It  is  beiievea  x.hi.t  at  least  80%  of  ail 
teaporciry  Jailer  cost  can  be  saveu  by  this  move.  This,  for  the 
calendar  year  1949,   aifiounts  to  the  aforementioned  ,vl9j200. 

2.      As  nas  been  stated  in  the  foregoing,    the  recoirunendations  have  not 
been   bised  entirely   on  the  need  for  additional  personnol  from  tirie 
purely   security   point  of  view.      It  is   therefore  recommended  that  ax, 
so.ne   tiiiie  in  the  near  future  an  opinion  be  obtained  froiri  a  competent 
penal  ae..!inistration  authority  as  to  the  purely   security  aSjjects  of 
the   San  francisco   County  Jails. 


Ill .     OTHER  PERSOHlMEL  OF  TIHl  bH£-RIFF'S  DEPARTMH-JT 

The  follovdng  is  a  general  discussion  of  those  personnel  iiho  are  not 
directly  involved  in  those  functions  of  the  Sheriff's  Department  which  have 
been  previously  aiscussed. 

A.      BAILIFFS 

Heretofore,  Bailiffs  have  been  fret/aeutly  mentioned  but  only  in 
connection  with  their  effect  on  other  posiLions. 

There  aru  forty-one  [uij   per.nanent  D-2  bailiffs  ana  one  D-5  Detention 

Hospiual  aailiff  in  tne  Sheriff's  Dep^irtriient.  In  general,  bailiffs 

are  assigned  to  attend  upon  the  Courts  and  so  take  their  oraers  and 

duties  ciirectiy  from  the  Court.  Free  time  when  Courts  are  not  in  session 

or  recesstLi  is  used  by  assigning  Bailiifs  to  accompany  pcititnts  and 

prisoners  to  state  institutions.  There  is  very  little  requirenient 

for  temporary  extra  Bailiffs.  The  exception  to  tnis  is  the  use  of 

extra  matrons  when  more  than  one  woman  is  reouirea  to  accompany  mental 

patients. 
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There  is  one  considorablc  itc-m  of  Bailiff  ovGi-tiine.  This  is  the 
overtime  attendant  upon  over  night  trips  to  Southern  California  institu- 
tions. These  trips  average  about  one  par  week  vrith  about  15-18  hours 
overtime  and  are  iiandlod  by  City  Hall  Bailiffs  exclusively. 

Analysis  of  txiis  oloinent  of  overtime  reveals  the  following  facts: 

1.  The  trips  are  made  at  night  after  the  Bailiff's  regular  working 
day  is  completed. 

2.  The  trips  are  m;ide  at  night  ay   rail  to  allow  arrival  at  Lancaster 
(almost  all  trips  vvhieh  require  overtime  are  to  Lajicaster)  during  the 
morning  hou-rs  v.-hen  prisoners  may  be  processed  into  the  institution. 
It  is  stated  that  prisoners  i^ill  be  accepted  only  during  the  day. 

3.  Trips  could  be  made  by  auto  in  the  daytime  without  overtime.  This, 
however,  entails  additional  hotel  and  meal  expense  and  causes  the 
Bailiff  to  be  absent  from  his  regular  duties  for  tv/o  days  instead  of 
one  as  in  the  case  of  the  night,  trips. 

.  4'  Day  trips  by  rail  ^7ould  arrive  uvaring  the  night:  and  cause  a  hous- 
ing proolea  for  both  prisoners  and  attendants. 

In  general,  the  number  of  Bailiffs  nov;  assigned  to  the  Courts  appears  adequate. 
Upon  occasion,  a  Court  or  Courts  may  be  temporarily  inconvenienced  by  the  fact  that 
a  Bailiff  or  Bailiffs  are  on  trirjs,  Vfhen  it  is  necessary  to  replace  Bailiffs  at 
City  Kail,  Keepers  are  used.  They  (the  Keepers)  sometimos  object  to  this  duty  on 
the  grounds  that  the  Bailiff  job  is  not  promotive  from  the  Keeper  group. 
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B.  ELEVATOR  OP.ERi\TORS 

There  are  tvfo  C-52  Eleve^tor  Operators  o.t  County  Jail  No.  1.   They  are 
necessary  to  the  operation  of  the  jail  and  cover  12  hou.rs  per  day  7  days 
per  V7eek  ¥;ith  the  assistance  of  an  extra  man  for  Sundays. 

C .  COOK  MP  JUIJIOK  CHEF 

There  is  an  1-12  Cook  at  County  Jail  No.  1  and  an  1-14  Junior  Chef  at 

County  Jail  No.  2.  These  positions  handle  the  entire  burden  of  planning  and 

preparing  meals  for  the  jails  and  s\ipervising  the  work  of  inmate  help.  They 
are  deputized. 

D.  CHAUFFEURS 

There  are  three  0-1  Chauffeur  employments j  all  deputized  and  all  of  -which 
seem  to  be  required=  One  Chauffeur  is  assigned  to  each  County  Jail  to  drive 
the  van  and  station  wagon  in  carrying  prisoners  back  and  forth  as  necessary. 
The  third  chauffeur  is  occupied  almost  full  time  in  driving  a  station  wagon 
to  various  nearby  mental  institutions  delivering  patients  to  them.  Those 
trips  are  a  daily  occurrence. 

E.  FA?i.!ERS 

There  arc  three  0-52  Farmers.  They  plan  and  supervise  the  crop  and  live- 
stock raising  activities  at  County  Jail  iio.  2^  as  well  as  supervise  and  pro- 
vide nominal  security  for  the  prisoners  assigned  to  farm  work.   They  are 
deputized. 
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F.   OPSR-iTIilG  KTGIIISSRS 

Thore  are-  three  O-I680I  Opcrr.ting  Engineers  v/hose  duty  it  is  to  operate 
and  maintain  the  povzer  plant  at  County  Jail  Uo.  2.  The  Operating  Ensin>jors 
also  are  deputized. 

G»   The  qiiestion  of  jail  superintendence  is  not  considered  here  because  litig 
tion  on  this  subject  still  is  pending  in  the  courts;  therefore  this  is  at 
present  a  le[<al,  not  an  administrative  matter* 

***** 
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EjEPORT  on  SURVIii  -  SIIEHIFF'S  DSPARIi.IMT  MHIBIT  A 

UNION  CrUilI'IT  ca..?ANi  ■ 
130  Market  Street,   San  Fj;r.ncisco  2,    California  -  EXbrook  2-6338 

February  13,   1950 


Mr»   Val  King 

City  Hall 

San  Frarcisco,   California 


Dear  Sir 


The  enclosed  officia.1  cor.raixaiication  is  sent  on 
separate  letterhead  on  behalf  of  Collection  Agencies 
tliroiighout  the  State  of  California, 

It  is  my  personal  "jjidersta.nding  that  there  has  not 
been  any  increase  in  the  personnel  of  the  San  Francisco 
Sheriff ' s  office  for  over  four  years  although  the 
number  of  'Jrits  has  increased  approximately  forty 
percent  ia  that  period  of  time. 

Returns  and  disbursements  on  Writs  are  remitted  all 
the  ''lay   from  six  vreeks  to  six  months  after  the  money 
is  recovered  by  the  sheriff  as  v/ell  as  deposits, 
keeper  fees,  etCo 

Other  co;mties  tiiroughout  the  State  make  their  remittances 
7/ithin  eleven  da-ys  v/ithout  exception. 

Zorcr  cooperation  will  be  sincerely  appreciated. 


Zoiirs  trulj'', 
UNION  CNEDIT  CGuPANi 
by  /&/   Lester  T.  Goldmeyer 
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JULIM   Pi.   ALCO 
214.7  Union  Street 
San  .PVancisco,   California 

April  6,   1950 


Mayor  Elmer  E=  Robinson 

City  Hall 

San  Francisco,  California 

Dear  Mro  Mayors 

In  reference  to  your  request  tnat  I  make  a  survey  of 
the  proposed  buaget  requirements  of  the  Sheriff's  Department 
of  the  City  and  County  of  San  Rrancisco  and.  also  the  Youth 
Guidance  Center,  I  aia  herev/ith  hanaing  you  said  findings. 

I  ..au  glad  to  report  that  your  office,  Mr.  Ososke,  Chief 
Probation  Officer,  ana  nis  staff  ana  tne  sheriff's  office  have 
been  most  cooperative  in  supplying  figures  and  data. 

In  view'  of  the  urgency  ana  vdth  the  desire  to  supply  you 
Aith  the  most  accurate  resume  T/vith  these  budget  requirements, 
I  was  lortunate  in  securing,  on  my  o\in  I'esponsibility ,  the 
services  of  Messrs.  L.  M.  Osborne  and  V.  Stockfleth,  Manage- 
ment Jingineers,  to  analyze  the  elem.ents  of  cost  in  i-elation  to 
present  personnel  emd  personnel  requirements  for  the  year  1950-51* 

Due  to  the  limitation  oi  the  tir.ie  element  in  prepa.ring  this 
report,  it  was  impossible  to  go  into  as  deep  a  study  as  the  situa- 
tion required,  but  I  feel  that  the  figures  attached  vail  be  help- 
ful in  evaluating  the  personnel  requirements.  In  addition  to 
many  conferences,  a  physical  survey  vire.s  made  of  the  new  and  old 
Youth  Guiaaace  Center. 

I  ?/ish  to  thank  you,  Mr.  Mayor,  for  the  oppoi-tunity  of 
rendering  this  service  to  our  city,  and  I  am  deeply  grateful  to 
Messrs.  L.  M.  Osborne  and  V.  Stockfleth  for  the  meritorious  service 
which  they  renderea. 

Very  truly  yours, 

JHAses  Julian  H.  Alco 

Report  attached 
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SHERIFF'S  DEPARTMENT  T   Y 

M 
Our  analysis  of  the  present  operations  in  this  departraent  together  \;ith 

the  proposed  operations  ana  requirements  have  aisclosea  to  us  that  the  depart- 
ment proposes  several  aaditions  to  their  present  systems  and  procedures.  Vlie 
vvere  gratified  to  learn  that  they  anticipated  setting  up  a  perpetual  inventory 
system  as  it  is  seriously  needed.   In  this  connection,  we  want  to  emphasize 
the  need  for  also  setting  up  a  requisitioning,  system  in  oruer  to  proviue  an 
accurate  check  of  materials  issued  and  also  to  enable  the  clerk  to  correctly 
maintain  postings. 

We  can't  help  but  feel  that  the  references  made  ty  tne  Sheriff's  Depart- 
ment to  tiieir  requirements  for  buut^et  records  is  important.  In  "this  connection, 
ho?/ever,  they  uo  v/anc  to  stress  tno  nued  for  not  only  shofdng  of  expenditures 
against  the  Departuent  of  Appropriation 5  but  aifco  to  maintain  a  recora  of 
commitraents  as  an  aduitional  safeguaru.  i\io  aoubt  by  having  someone  ao  this 
vrark,  it  v/iii  save  considerable  time  tiriroughout  the  year  for  the  heads  of  the 
departments. 

We  believe  that  ohe  request  for  the  additional  personnel  for  this  civil 
department  have  been  sot  up  on  a  reasonable  basis,  and  therefore,  recommena 
the  allovmnce  for  same. 

The  question  of  security  as  outlined  in  the  Sheriff's  request  is  justi- 
fiable, especially  v^hen  aealing  in  tne  uncertain  human  equation  that  could  be 
m.ost  embarrassing  or  serious  if  custodial  care  was  not  sufficient. 


JHAses  /s/  Julian  H.  Alco 
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